Merseyside Play Action Council
Play Partnership HAF Coordinator

Job Description

	
	

	Job Title
	Holiday Activity and Food (HAF) Coordinator 

	Salary Scale
	£35k

	Accountable to
	CEO/MPAC Board

	Responsible for
	TBC

	Main working contacts
	Play Partnership Steering Group, VCF organisations, Liverpool City Council


Main Purpose of Post: 

This post will coordinate the development and delivery of the Holiday Activity and Food Programme
· Coordinating delivery partners at operational level to deliver the objectives of the programme in line with grants terms and conditions
· To lead the implementation of a full training and development programme to ensure quality and standards
· Develop collaborations / partnerships between VCF organisations, communities, public bodies and private businesses that support the programme
· Ensuring that there are measurable outcomes and reporting systems in place
· To manage programme budgets in line with outcomes
MAIN RESPONSIBILITIES

1. To take a lead responsibility for implementing and coordinating partnerships / collaborations to deliver the programme
2. To develop a programme plan in line with grant terms and conditions
3. To liaise with partners to identify priority issues within the programme e.g. equalities/inclusive practice
4. To engage with delivery partners to ensure that systems are in place to monitor and evaluate the programme on an ongoing basis
5. To ensure that funding is allocated in a fair, transparent and timely manner to ensure effective delivery
6. To develop effective methods of engagement with children and families/carers
7. To identify gaps in provision and work with partners to develop new initiatives to provide services in those areas
8. To manage and mitigate risk in relation to programme delivery
9. Monitoring and reviewing the outputs and outcomes across the programme

10. To ensure that the programme links effectively with other city wide initiatives

11. To provide reports and updates as requested by partners

12. To manage the programme budget and provide financial updates
General 

1. Work as part of the team with other staff at MPAC and members of the Play Partnership 

2. Implement and follow MPAC policies and procedures. 

3. Maintain accurate records 

4. Undertake any training necessary and participate in the organisation’s supervision and appraisal system, and identify further training and personal development needs. 

5. Represent MPAC and the Play Partnership and undertake other tasks in support of the organisation as required by the line manager.

6. The post holder is expected to be flexible in the performance of duties and to undertake any other duties identified as appropriate to the post.

Equality and Diversity
MPAC is committed to equal opportunities, anti-discrimination and anti-oppressive policy and practice. No one we have contact with may be discriminated against either directly or indirectly on the grounds of gender, race, nationality, religion, cultural group, marital status, sexual orientation, age, or impairment. The policies apply to job applicants, employees, volunteers and users of our services. 

Job Description 

All jobs are subject to change from time to time and this job description will be reviewed regularly.

This job description is a guide to the work you will be required to undertake and represents a range of responsibilities commensurate with the grade for the post. 

	Prepared by:
	

	Date:      
	


Person Specification
HAF Programme Coordinator
	KEY:

E=Essential  D=Desirable  A=Application  I=Interview  R=References  S=Shortlisting criteria

	Requirement
	Essential/

Desirable
	Assess from:

	Qualifications
	
	

	Substantial relevant experience of children’s play and the VCF sector
	E
	A, I S

	Qualification in community work or related discipline.
	E
	A, I S

	Knowledge
	
	

	Principles of community development and empowerment.
	E
	A, S, I

	Good working knowledge of voluntary sector and government initiatives affecting the sector.
	E
	A, S, I

	Understanding of participative democracy civil society
	E
	A, S, I

	Understanding of the social model of disability and the issues experienced by BAME groups.
	E
	A, I

	Computer literate with experience of Microsoft Office.
	E
	A, I

	Skills
	
	

	Able to translate policy into action.
	E
	A, S, I

	Ability to make & maintain partnership relationships with senior managers in public bodies amidst competing priorities.
	E
	A, S, I

	Able to engage groups with widely differing needs and aspirations and build consensus.
	E
	A S, I

	Good interpersonal and written and oral communication skills.
	E
	A, S, I,  

	Good public speaking and presentation skills. 
	E
	A,I,R

	Demonstrable ability to manage budgets and performance
	D
	I, 

	Experience
	
	

	Senior Management experience within the VCF sector.
	E
	A, S, I

	Negotiating service level agreements or contracts
	E
	A, S, I

	Experience of controlling budgets and reporting on performance
	E
	A, I

	Supporting groups or networks.
	E
	A, S, I

	Supervising staff and managing performance
	E
	A, S, I

	Working with excluded communities 
	E
	A, I

	Personal Attributes
	
	

	Committed to equal opportunities, anti-discrimination, anti-oppressive policy and practice and social inclusion.
	E
	A, S, I

	Able to work as part of a team and on own initiative.
	E
	I, R

	Enthusiastic and self-motivated 
	E
	A, I

	Ability to work sensitively with people of differing viewpoints. 
	E
	I

	Ability and willingness to work flexibly including some evening and weekend work.
	E


	I

	Able to travel in course of carrying out duties.
	E
	A, S, I
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