Annie Mawson's Sunbeams Music Trust
Personal Specification for Project Co-ordinator

	Attributes
	Essential
Necessary for effective delivery of Sunbeams Music for Life® and Music for Dignity® Programmes 
	Desirable
Elements that contribute to improved delivery of Sunbeams Music for Life® and Music for Dignity® Programmes

	Qualifications and Training:
Graduate degree in an arts based subject preferably music

	
	
√

	Knowledge/skills:
Experience of programme organizing in challenging settings

	
	√

	Excellent people coordination and interpersonal skills

	√
	


	Ability to communicate with beneficiaries and their families

	√
	

	Ability to communicate via Social Media

	√
	

	Excellent organization skills

	√
	

	Knowledge and understanding of issues faced by disabled children and adults

	√
	

	Knowledge and understanding of the theory of music therapy 

	
	√

	Excellent written skills

	√
	

	Excellent Computer skills – including Microsoft Office software and ability to use ZOOM/TEAMS  for scheduling meetings with all beneficiaries

	√
	

	Personal Qualities:

Highly motivated self-starter

	√
	

	Passionate about improving the quality of life of disabled people

	√
	

	Ability to work as part of a small team

	√
	

	[bookmark: _GoBack]Ability to work in an ethical manner, in accordance with Sunbeams Policies and Procedures 

	√
	

	Driving license  for visiting project venues
	√
	






Project Co-Ordinator

Main Function:

To administrate, coordinate, and support the delivery of all Sunbeams Music for Life® and Sunbeams Music For Dignity® Projects for disabled and disadvantaged children and adults in Cumbria to ensure their successful delivery at the Sunbeams Music Centre, in Outreach Project Venues and Online using Zoom.

Specific Tasks:
BENEFICIARIES:	
· Be the main point of contact for all current and new beneficiaries, families/family members/carers, children and adults involved in projects. 
· Support them through the projects, communicating in person, on the phone and via email
· Send out Project Reminders every week to all Sunbeams beneficiaries
· Keeping them updated on sessions, dates/times, changes
· Ensure coordination of all Musicians and delivery at the Sunbeams Centre, in Outreach Venues and Online
· Engage weekly with collaborative partners, organisations, referral contacts, family members etc. for arrangements with weekly Project delivery, attendance and registers for every Project
· Engage and liaise with all Outreach Project Venues
· Project and beneficiary invoicing with the Finance Officer where required

MUSICIANS:	
· Be the main point of contact for all musicians involved in the relevant projects
· Co-ordinate session dates and all bookings for Projects
· Manage the Project Diary for all Musicians availability and Project Engagement
· Monitor scheduling/attendance
· Collate invoices for Finance Department
· Ensure sessional feedback/evaluation forms are completed and
given to the Evaluation Officer in a timely manner
· Ensure musicians have enhanced DBS checks

PROJECT VOLUNTEERS: 
· Coordinate and support all volunteers involved with the Projects
· Help Volunteers to deliver refreshments and support in the Projects
· Ensure all volunteer expenses are tracked for Music For Life® and Dignity® Projects				
· Ensure all volunteers have enhanced DBS checks for all Project delivery







ADMINISTRATION:      
· Organise booking of venues for sessions, liaising with all Outreach Venues and requesting their Policies and Procedures for Musicians attending in their venues
· Organise and arrange all new Projects
· Disseminate all publicity/posters/advertising for
sessions and engaging with people in need in the community
· Update and manage database of all Projects for the relevant children and adults attending Sunbeams
· Record attendees of each session, session registers for all sessions 
· Liaise with the Evaluation Officer who completes reports and risk assessing
· Sign in all beneficiaries to the Centre, welcoming all children and adults attending with their support. Provide receipts for those requiring them and contributing to Projects each week. Provide refreshments and food where appropriate for specific Projects.
· Ensure Sunbeams Policies and Procedures for all projects are up to date
· Liaise with Chief Executive on all Project delivery
· Feedback to the Chief Executive on the progress of sessions, beneficiaries and report any issues arising
· Maintain Accident, Incident forms etc. with an appointed First Aider
· Assist the Chief Executive with Policies and Procedures and various checks including the Defibrillator and all Team Training


GENERAL:		
· Social Media – Facebook and Instagram
· Assisting with additional Centre activities as and when required. Provide Tech support, Projector etc. and set up to groups coming in to hire facilities as and when required.
· DBS Checks for all Staff, Trustees, Musicians and Volunteers
· Relevant Training re First Aid, Safeguarding etc.
· IT support including managing all passwords for all Sunbeams Team, memberships, online accounts etc. – assistance now from DTEC 
· Liaise  with  Centre Manager any Website updates 
· Support with all Fundraising Events, extra publicity, notices, signs, fundraising events and evenings
· Stationary supplies
· Centre and Project Supplies 

