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COMMUNITY FOUNDATION

HELPING KEEP FYLDE ACTIVE




Job Description

Job Title:
                   Head of Community Foundation Operations   (HFO)
Department:
                   The AFC Fylde Community Foundation



Reports to:

         Director of Community Development (DCD)
Responsibility of:            Community Sports Coordinator (CSC)

                                           Physical Activity Coordinator (PAC)

                                           Health and Wellbeing Manager (HWM)

                                           Health and Wellbeing Officer (HWO)

                                           Media and Communications Officer (MCO)
                                           
Hours:


Minimum of 40 hours per week                                                                                                           

 

Location:


 AFC Fylde Head Office, 6 Station Road, Kirkham
Date:



July 2015
Role Summary:

The AFC Fylde Community Foundation work in a highly competitive market, with surrounding football clubs such as Blackpool Football Club, Preston North End FC and Fleetwood Town FC, all operating vibrant community Trusts. 

The Foundation operates a first class delivery portfolio, working with a range of community partners, delivering a range of diverse and innovative programmes to all residents throughout the Fylde Coast.
The HFO will be expected to coordinate, oversee and successfully deliver a range of community enhancement projects, utilising the delivery team on offer to their maximum potential.
The HFO will be directly responsible for managing, coordinating and developing a number of new and exciting community engagement proposals, taking pride in the delivery of successful and fulfilling programmes.
The HFO must be flexible in their approach to work, and able to adapt to a range of differing surroundings, ensuring The Foundation is seen in a positive light throughout the Fylde coast and beyond.
Main Duties:

Staff responsibility-

· The HFO will be directly responsible for the following staff;

Community Sports Coordinator

Physical Activity Coordinator

Health and Wellbeing Manager

Health and Wellbeing Officer

Media and Communications Officer

The HFO will organise weekly staff rotas for all of the above roles, ensuring that all sessions are delivered to the highest standards possible. The HFO will be directly responsible for troubleshooting the following issues;

Staff rota queries

Staff personal and social care and development

Staff training and development plans

Staff complaints and issues

Customer complaints and issues

Organising and authorising annual leave in conjunction with the DCD

Foundation quality assurance programme
The HFO will be the main first contact for all of The Foundations staff to approach regarding day to day operations of The Foundation. The HFO will work with and directly under the DCD to ensure all sessions are delivered accurately, professionally and to the highest standard possible, given the delivery team available.
· Programme responsibility;

The HFO will be directly responsible for the successful delivery of the following Foundation core programmes;
Tailored PE Curriculum delivery programme

Community Foundation extra-curricular activity programme

Community Foundation Bikeability programme

Community Foundation Diversionary Outreach programme

Community Foundation Community Sports Camps

This responsibility will include the organising of staff rotas, the strategic planning of kit/equipment at each location and the quality assurance of all of the above programmes. 

In addition to the above direct programme responsibilities, the HFO will work closely with the DCD to accurately report both financial and delivery statistics of all externally funded programmes, ensuing the Foundation is seen as a funder friendly organisation at all times, reporting accurately and in a timely manner. 

· Strategic development responsibility
The HFO will work closely with the DCD, and hold monthly strategic development meetings. These meetings will focus around identifying external funding opportunities, and completing accurate and successful funding bids. This meeting will also focus on the success of our current programmes, and staff current achievement rates.

· External Funding Opportunities
The HFO will work closely on a daily basis with the DCD, to identify and complete successful external funding applications for a range of diverse programmes. A minimum number of successful bids will need to be completed and funded each month, to ensure that The Foundation remains the areas primary leader of diverse projects.
· Partnership working
The HFO working in partnership with the DCD will be required to develop strong and cohesive partnerships with the following organisations;
Fylde Council

Fylde Community Safety Partnership

Sport England

The Big Lottery Fund

The Foundations Fylde and Wyre School Network

The HFO will be responsible for building, maintaining and developing relationships, selling new partnership programmes to all of The Foundations partner organisations.
Occasional Duties:

The post-holder may be required to

· Work additional or anti-social hours as required to meet the needs of the business

· Attend staff meetings and training as needed.

· Carry out any other duties as requested by the Community Development Officer and Director of Community Development.

Personal attributes

The post-holder will have: 
· Excellent interpersonal and communication skills

· Excellent time management skills

· An excellent professional outlook.

This person will be:

· A Quick learner

· A Self motivator

· Flexible 

· Hard working

· Enthusiastic

· A Team Player

The post holder will be expected to:

· Act with honesty and integrity at all times

· Demonstrate high standards of personal conduct

· Value and respect colleagues and other members of staff.

· Work with others to develop and improve our services

· Take personal responsibility for their words and actions and the quality of service they deliver. 

Job Review

The job description will be reviewed periodically to take into account changes and developments in service requirements. Any changes will be discussed fully with the post holder.

Signature of Post holder: …………………   Date: …………………

Signature of Manager: ……………………   Date: ………………….
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