[image: ]
[bookmark: _GoBack]Job Description:
	Title:
	Family Voice Calderdale (FVC) 
Project Co-ordinator

	Function:
	Family Voice Calderdale 
(Unique Ways project)

	Salary:
	£13,002.30  
	Hours:
	16 - 20 hours per week – (Term Time Only)

	Reporting To:
	Chief Executive Officer
	Reports:
	none



	1:  Context

Family Voice Calderdale (FVC) is the Parent Carer Forum for Calderdale and one of the services provided by Unique Ways.

As the Parent Carer Forum, it is part of The National Network of Parent Carer Forums (NNPCF’s) which is the independent national voice of Parent Carer Forums.

Their Mission:  is to deliver better outcomes for families living with special educational needs and disabilities (SEND).

Their aims are:-
· To create a culture of participation and co-production across the education, health and social care and the voluntary sector.  This means that Parent Carers themselves should be involved in all aspects of designing, commissioning, delivering and reviewing services as equal partners.

· To empower NNPCF members to ensure that their voice as collective Parent Carers are heard at a local, regional and national level.

· To inspire partner forums in the network by sharing good practice and knowledge.

Their Vision: is to achieve the post possible opportunities and future for all children and young people with SEND and their families.

Structure:
The NNPCF is a representative organisation, it consists of up to 152 local Parent Carer Forums at any time across England.

Each of the 9 geographical Local Authority Regions are collectively represented within the NNPCF Steering Group.  This means that each region has a Parent Carer Forum Representative whom has been appointed to represent their regional and local interests at national level to empower and enable strategic Parent Carer representation.




	2:  Job purpose and overview

The Project Co-ordinator role is:-

· Directly responsible for implementing and co-ordinating the overall activity of the Family Voice Calderdale (FVC) project.
· Directly responsible for implementing and co-ordinating the annual plan of FVC which includes the annual conference.
· Directly responsible for providing secretariat support to the Steering Group (made up of up to 12 Parent Carer volunteers).
· Directly responsible for applying for the annual grant to support the work of the forum from the Department for Education (DfE).

· Directly responsible for managing all FVC volunteers.

	3:  Personal characteristics

As this role involves directly liasing with Parent Carers, the post-holder will hear first-hand the lived experiences of Parent Carers and their families, therefore the emotional weight of the role is significant.

It is vital that the post-holder has strong interpersonal skills, including confidence and resilience.  The post-holder will need to be self-aware as to what is in their gift and remain focussed on the outcomes they need to achieve in order for the forum to fulfil its role.




	4:  Key Responsibilities/Accountabilities

	1
	Responsibility for supporting and developing an inclusive and representative Parent Carer Forum in Calderdale. 

	2
	Provide support to the elected Chair and Vice Chair of FVC, their elected Steering Group Members and other Parent Carer Representatives, including the oversight of the Steering Group’s governance.

	3
	Supporting the Chair of Family Voice Calderdale to ensure the Terms of Reference and Code of Conduct is adhered to by all Members.

	4
	Responsibility for effectively organising the steering group meetings, encompassing all associated administrative tasks e.g. developing agreed priorities/strategic plan, ensuring there are transparent decision-making processes and clear lines of communication.

	5
	Responsibility for ensuring that all elected parent ‘representatives’ are supported to attend and contribute to decision making/strategic meetings (including pre-meetings/de-briefs). This will include providing coaching support or arranging training where necessary, to develop the skills and confidence of parent ‘reps’ and provide the relevant information and documentation to enable them to participate fully in meetings.

	6
	Responsible for writing up findings from focus groups and events into appropriate report formats.

	7
	Managing the effective use of social media and print media to promote the aims and achievements of FVC.

	8
	Act as the first port of call for all enquiries about FVC and FVC events.

	9
	To respond to consultation requests and leading on all engagement and consultation activities, including their organisation, delivery, gathering feedback and reporting on outcomes of such activities. 

	10
	Responsible for researching  and completing funding applications for parent participation, liaising with CEO of Unique Ways and FVC Chair to ensure applications are in line with strategic plans.

	11
	Responsible for writing  project monitoring reports including assisting with project costings and maintaining spending within agreed budgets.

	12
	Responsibility for maintaining accurate paper and database records on all event activities (including budgets and correspondence) and prepare detailed post-event evaluations.

	13
	Responsibility for ensuring that compliance with all relevant legal and regulatory requirements and in particular those specified by the Charity Commission, Companies House, Health and Safety and the Data Protection legislation.

	14
	Work closely and maintain positive relationships with all colleagues in the wider Unique Ways team.

	15
	To attend and contribute to regional and national groups representing Parent Carer Forums and to research good practice in other areas and consider improvements locally.

	16
	Project manage FVC events, liaising with the Unique Ways staff to ensure events and information sessions are timely, relevant to Parent Carers and reflect their identified needs.

	17
	Responsible for monitoring the impact of parent participation activities and write the relevant sections on Participation/FVC for any reports needed.   Regularly report back on the impact of FVC to parents through variety of communication channels. 

	18
	Provide regular updates on the work of FVC to the CEO of Unique Ways & Trustees when requested.



	5:  Organisational Expectations


	1
	Actively support, promote and contribute to Unique Ways Vision, Mission and wider charity objectives.

	2
	Operate at all times in a manner that is in line with the Unique Ways values and principles and be able to demonstrate a commitment to living these values on a daily basis.

	3
	Responsibility for compiling and delivering an individual work plan with agreed targets and timescales to ensure the key responsibilities and accountabilities of the position are achieved.

	4
	Operate a flexible approach to work in order to help meet organisational demands, including occasional evening and weekend work.

	5
	Comply with all policies and procedures of Unique Ways.

	6
	Attend appropriate meetings and training as required.  

	7
	Complete any other tasks as required, commensurate with the salary level for this position.

	8
	Ensure strong effective communication links are maintained with the Unique Ways staff team so that the issues facing families are shared.
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