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JOB DESCRIPTION

JOB TITLE – Project Manager

REPORTS TO – Head of Fundraising
CONTRACT TYPE- Fixed term 18-month contract. 35 HOURS PER WEEK
SALARY- £28,000

1. MAIN PURPOSE

‘Celebrating Supportability at 70’ is a Heritage Fund funded, fixed term project that investigates, describes and explains the heritage of Supportability to the people we support and the wider community. The role will include working with volunteers, people we support and their families and the wider community in order to examine, preserve and interpret significant documents that relate to the charity’s 70-year history. It will also include researching further into other local archives and recording memories and experiences of both past and present stake holders. This will then be pulled together into an exhibition detailing the full history of Supportability, which will take place at a local library. Learning and historical materials from the project will also inform a digital timeline (web design/development will be externally commissioned) hosted on our website.
To ensure the project is accessible to the people we support the role will also involve organising (alongside our service managers) inclusive heritage themed events.
We aim to give people in the local community and beyond a greater knowledge of the history of disability support in Stockport and the part Supportability has played in that journey. Ultimately the project will be evaluated to ensure the outcomes and terms of the Heritage Lottery grant are met. 

2. MAIN ACCOUNTABILITIES
The project manager will-

· Examine and preserve significant documents and support their interpretation, preparing a collection of documents which will be deposited at Stockport Heritage Library at the end of the project.
· Research what has been documented about Supportability elsewhere. 
· Record memories and recollections of current and former service users, families, staff, trustees, volunteers and supporters of the organisation at different time points. 
· Provide support and guidance to volunteers involved in this research element of the project.
From this research the Project Manager will lead on:
· Development of an exhibition that tells Supportability’s story, which will be hosted at a local venue such as a local library, with a launch event for service users, their families and our supporters.
· Distilling key information from the research into a timeline, which will then be digitised and hosted on the Supportability website.
· Working with relevant services staff to organise heritage-themed activities for the people we support to participate in. These would be integrated into our existing services. For example, we have a weekend walking group and could organise a Supportability Heritage Walk that takes in key locations from our history. We could invite service users to make art inspired by their favourite memories or key moments in our history that we share with them.  
· Writing social media content about our history. 
· Organising a final celebration event to acknowledge the contributions and efforts of everyone involved and share the project outcomes with internal and external stakeholders and interested parties. 
2.6 General
· To manage budgets and maintain reports on expenditure of grant funds.
· To ensure all aspects of the project are evaluated throughout to enable a detailed evaluation document to be created and submitted to HF at the end of the project.
· To liaise with different teams across the charity to ensure all elements of the project are delivered.
· To research, engage and recruit third parties and volunteers to deliver against the project outcomes. 
· To work with the marketing team to internally and externally promote the project and its activities and to create content for collateral such as display boards.
· To work flexibly to meet the needs of the project which may include evenings, weekends and bank holidays.
Person Specification

	
	Criteria

	Knowledge, Skills and Experience
	· Demonstrable experience delivering heritage projects of similar scope. This would ideally include community heritage projects featuring intangible heritage, in which multiple stakeholders are involved.
· Ability to manage and monitor budgets and provide detailed reports on income and expenditure 

· English literacy and numeracy skills

· Ability to manage third party relationships

· Working knowledge of Microsoft Office Packages and comfortable working with IT systems

· Ability to think creatively and work effectively with service staff to enable the people we support to fully participate in activities

· Experience working flexibly and adaptably when project changes are needed
· Ability to make effective use of training and supervision

· Experience working with volunteers, ideally in a heritage context



	Competencies
	· Positive attitude towards disabled people

· Person centred

· Strong communication skills– verbal and written

· Resilient and able to work under pressure
· Ability to work without direct supervision

· Team working

· Decision making

· Problem solving

· Planning and organising

· Attention to detail

· Driven by results and process of continuous improvement
· Confidence in dealing with and working with others
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