Job Description

Job Title: Project Officer

Salary: £12ph

Contract: Three months (dependent upon funding), 35 hours per week

Starting Date: 21/1/12

Interview Date: Week commencing 14/1/12

Location: Cromford, Derbyshire / possibility of some home based

Manager: Project Coordinator

Expenses: Travel will be covered

Job Profile

The Project Officer will assist the Project Coordinator and partner organisations in the planning and delivery of a collective energy switching project (group bargaining for household energy) which will be targeted at vulnerable customers. This role will involve office-based work in Cromford, with the possibility of some home-based working, and occasional visits to the project sites in Derbyshire, Herefordshire, Staffordshire and Shropshire. It would ideally suit someone within commuting distance of Cromford.

Duties include but are not limited to:

· Project-based diary and event management of the 17 partner organisations and eight supporting organisations, including small voluntary organisations up to large County Councils and Housing Associations

· Coordination with participating organisations in the planning and delivery of all aspects of the project including monitoring and evaluation, organisational training, promotion, outreach and communications

· Web-based and telephone research

· General administration

· Maintaining online shared files depository

· Managing communications (email, social media & telephone)

· Closely recording and monitoring project budgets, maintaining financial accounts

Person Specification

	Qualifications

	Educated to degree level
	Desirable

	Experience

	Ability to plan and manage project-based work
	Required

	Proven experience managing online and desk-based communications
	Required

	Experience in the charitable sector 
	Desirable

	Proven experience working in an administrative  role
	Required

	Experience conducting web-based research
	Required

	Proven experience in diary and event management
	Required

	Ability to monitor and maintain large financial accounts 
	Required

	Proven experience of working with loosely-structured groups, preferably in a voluntary organisation
	Desirable

	Experience of using and managing online shared files systems including Google Drive and Dropbox
	Desirable

	Experience or interest in one or all of the following areas: fuel poverty, renewable energy, community energy, money saving advice
	Desirable

	Experience of interacting with national and regional media, drafting press releases and monitoring the media
	Desirable

	Skills

	The ability to communicate clearly and tactfully at different levels, both orally and in writing
	Required

	Excellent organisational skills
	Required

	Excellent IT skills for office and project management tasks
	Required

	The ability to manage own time and prioritise with minimal supervision
	Required

	Able to work as part of a team and on own initiative
	Required

	A fast-learner
	Required

	Working proficiency in social media
	Desirable


Application Procedure

To apply please send a CV and short covering letter (maximum two sides), detailing how your skills and experience match the Person Specification, to team@thePeoplesPower.co.uk.

If you have any questions regarding the role please use the email provided above. 

Deadline for applications: apply as soon as possible please 

