	Job title:
	Project Coordinator (PCF)

	Line manager:
	Quality & Compliance Manager

	Grade (if applicable):
	4

	Direct reports:
	None
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	Role purpose: 

This new role will coordinate and support the management of Peabody Community Foundation’s key grant streams and funded projects. This includes overseeing the administration and delivery of internal funding programmes such as the Kerslake Award, Thamesmead Community Fund and the BH365 Fund, as well as coordinating high-profile and seasonal projects such as the Food and Toy Appeal and collaborations with Islamic Relief.

The postholder will ensure that all grant-funded and special projects are well planned, delivered on time, and achieve their intended outcomes. They will act as a coordinating figure and will support our colleagues to deliver high quality, safe and innovative programmes to our customers.

Key results:

· Coordinate funded projects and grant streams from concept to completion ensuring clear delivery plans, budgets, monitoring, and reporting are in place.
· Support the delivery of PCF’s key initiatives, working with colleagues to deliver, track progress, resolve issues quickly, and keep delivery on schedule.
· Administer internal grant processes, maintaining accurate records of applications, decisions, payments, and project outcomes, and ensuring good communication between PCF and funded partners.
· Produce reports and presentations for a range of audiences, from internal updates to briefings for operational teams and external partners.
· Maintain a central record of all active and completed grant-funded activity, supporting cross-team learning and ensuring connections between grantees and relevant Peabody colleagues.


	Success metrics:

· Effective and successful delivery of PCF’s key projects and Directorate wide initiatives to agreed timescales and budgets
· Individual and Team KPI’s are met
· Consistent, high quality monitoring and reporting on all funded activity
· Strong collaborative relationships are proactively developed and maintained with customers, internal teams and funding partners.  
· Continuous improvement in how PCF designs, manages and learns from its grant and project delivery.


	About you:

You will be:

· Highly organised with great attention to detail and ability to manage a large programme of work involving multiple stakeholders across different departments.
· Committed to delivering excellent customer experience and innovative programmes that achieve greater impact in our communities.
· A strong communicator, able to identify and understand audience need and communicate appropriately in a range of settings.
· Active in your learning to gain new insight and knowledge for themselves and the organisation.
· Delivery-focussed, naturally taking an iterative approach to producing and managing work.
· Collaborative and supportive approach to building positive and productive working relationships with colleagues at all levels.
· Calm and methodical when working under pressure.
· An effective collaborator: able to work effectively with all parts of the business, knowing when to support and when to push back and hold the line.  
· Experienced at building partnerships, networks, and alliances particularly inside the business and across teams to meet strategic objectives. 


	

You will have:

· Experience of coordinating projects with multiple stakeholders
· Excellent communications skills (including written, verbal, presentations and IT literacy).
· Experience building relationships with colleagues.  You are highly capable at building and managing effective relationships with leaders, peers, colleagues, partners, and stakeholders.
· Experience putting together reports and presentations that clearly communicate the intended message.
· Experience analysing data and intelligence from multiple sources, drawing conclusions or making recommendations from this.
· Knowledge of service design, organisation design, or similar design-led discipline.
· Excellent planning, organising, and prioritisation skills.
· Excellent attention to detail  
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