SUNDERLAND SOUTH FORUM 

JOB DESCRIPTION

Job Title:                        South Forum Development Coordinator

Grade:                            24,500
Hours of Work:          
       37

Location:                        Jubilee centre

Responsible to:                South Forum Management Committee

Job Purpose

To develop the capacity of the Forum by reviewing and refreshing the business plan and identify funding bodies and submit funding applications.

To work with local people, individuals and organisations within Sunderland South communities of Doxford Park, Silksworth and St Chad’s wards of the City to ensure the central role of local people in regeneration.
Establish systems to monitor review and evaluate aims and objectives of the Forum in order to set out new priorities for action in line with the South Area Regeneration Framework/ Sunderland Strategic Plan /Sunderland Community Development Plan and other relevant strategies relating to community development
To co-ordinate activities to share ideas, information and skills, which will access resources to improve the educational, economic, training, health, employment, social and leisure opportunities for residents of the Sunderland South communities. 

The development of new services to assist community groups and voluntary organisations to face the many operational and strategic challenges, as the environment in which they operate becomes ever more complex and the pace of change increases. 

Principal Responsibilities

1. To identify existing membership of the South Forum and develop a strategy to address the gaps and barriers facing the local community and encouraging participation of local people to maximise the sustainability of the Forum

2. To work in partnership with established voluntary and community groups, creating support networks and assisting new groups to develop

3. Promote the development of the South Forum in providing a focal point for partnerships in the South communities, sharing information and good practice

4. Develop consultative groups in response to emerging needs
5. To support and supervise other staff members.
Main Duties

1. To work in partnership with various community groups and organisations in administering, planning, delivering and evaluating the monthly meetings of the Forum and its Management Committee

2. Develop and implement relevant and achievable action plans for the Forum

3. Monitor, review and evaluate aims and objectives of the Forum in order to set out new priorities for action in line with the South Area Regeneration Framework

4. Develop and maintain a working directory of Forum members and promote effective means of communication between members

5. Identify funding priorities for the groups in the South area, which ensure development and sustainability of the south areas and the Forum

6. Develop and promote the Forum as a focal point for local people, community groups, agencies and organisations and actively develop partnership working between Forum members and wider agencies

7. To be responsible for the establishment and oversight of appropriate systems of finance and administration to ensure the effective operation of the office base including:

· Receiving, recording and banking all monies;

· Administering a petty cash system;

· Maintaining inventories of stock and equipment.

8. To ensure, on behalf of the South Forum’s Management Committee, that the post holder operates within the approved financial budget

9. To be responsible for financial and statistical reports and for preparing and presenting proposals for inclusion in estimates

10. Provide advice, support and guidance to other workers, within statutory and voluntary agencies, individuals and community groups and organisations in the South area for the promotion and provision of sustainable opportunities and services

11. Assess, initiate and develop appropriate training and development for established and new community groups

12. Set up and maintain e-government initiatives, such as website and e-mail data base and newsletters

13. Undertake an agreed programme of personal and professional development

14. Undertake any other duties commensurate with the grade, as may be required from time to time by the South Forum Management Committee

