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JOB DESCRIPTION
LOCALITY DEVELOPMENT COORDINATOR

Title:			Locality Development Coordinator (Part time)
Reporting to:	Locality Development Officer
Salary:		NJC Point 13 (Currently £30,023) pro rata
Hours:		3 Days per week
Contract length:	Permanent
Location:		Health and Social Care Board, Towerhill, Armagh, BT61 9DR
Job Purpose:	To provide efficient and effective administrative, organisational and programme support to the Locality Development Officer and the Locality Planning Groups within the Southern Outcomes Area, contributing to the effective coordination, delivery, monitoring and promotion of Locality Planning activity.

Locality Planning and Administrative Support
1.1 To provide administrative and organisational support to the Locality Development Officer in the planning, coordination and delivery of Locality Planning Groups across the Southern Outcomes Area.
1.2 To coordinate arrangements for Locality Planning Group meetings, including meeting schedules, venues and online meeting arrangements, invitations, agendas, minutes, attendance information and follow-up communications.
1.3 To maintain accurate records relating to Locality Planning Groups, including membership information, distribution lists, action plans, records of identified or emerging needs, monitoring information, budgets and associated financial documentation.
1.4 To support the preparation of reports, monitoring information, evaluations, scorecards and other evidence relating to programme activity and outcomes.
1.5 To provide administrative and practical support for Locality Planning meetings, events, training and other programme activities, including use of relevant online platforms, participant administration, promotional materials and evaluation processes.
1.6 To assist with the preparation, maintenance and circulation of newsletters, directories, calendars, resources, promotional materials, website content and other communications relating to the Locality Planning Programme.
1.7 To undertake research, information gathering and the preparation of relevant reports or resources in support of the Locality Development Officer and Locality Planning Groups.
1.8 To support effective communication with Locality Planning Group members, partner organisations and relevant Children's Services Planning structures, including the circulation of relevant information and resources.
1.9 To maintain appropriate electronic and hard-copy filing, information management and record-keeping systems relating to the programme.
1.10 To provide general administrative support associated with the Locality Planning Programme, including maintaining relevant office supplies, equipment and programme materials.
Communications and Promotion
1.11 To assist in promoting the work and activities of the Locality Planning Groups through appropriate communications channels, including newsletters, websites, social media and other promotional materials.
1.12 To prepare or contribute to articles, programme updates and other content for relevant CiNI and Children's Services Planning publications and communications.
General Organisational Support
1.13 To attend CiNI staff meetings and other relevant meetings as required.
1.14 To participate in supervision, appraisal and relevant training and development.
1.15 To contribute to wider CiNI organisational activities and reporting where appropriate, including the AGM and Annual Report.
1.16 To provide general administrative support to CiNI as required.
1.17 To undertake any other duties appropriate to the nature and grade of the post.
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