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Job Profile
Job Title:          
Big Local Coordinator (Brinnington, Stockport)
Job Role:           
To provide administrative support and coordination to the Big Local Steering Group
Reporting to:
Accounts Coordinator, Rising Stars North West and to a named member of the Brinnington Big Local Steering Group
Hours of work:
6 hours per week (to include one evening per month)

Hourly Rate:
£8.50 per hour

Duration of post:
February 2015 – April 2015 (may be extended)

KEY ACCOUNTABILITIES

· To provide administrative support to the Brinnington Big Local Steering Group, including servicing meetings and ensuring the smooth running of the Big Local office.
· To staff the Big Local office for one half day per week

· To attend and service meetings of the Big Local Steering Group (usually one evening meeting per month)

· To be the main point of contact for all enquiries regarding Big Local in Brinnington and to deal with day to day correspondence on behalf of the Board.
· To be an active member of the Big Local team and ensure the continual improvement of service delivery
· To work with Rising Stars and the Big Local Steering Group to ensure that adequate financial and monitoring records are kept, setting up and implementing systems as required.
· To assist the Steering Group in continuing to engage the wider community and to support communications and marketing activity
· To be a proactive member of the team, continually seeking to improve and develop your own skills and the performance of Big Local in the Brinnington area.  Operate within and comply with Rising Stars’ policies, procedures and values at all times, and the Brinnington Partnership Vision, ethos and values.
