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JOB PROFILE: 		Project Coordinator 


RESPONSIBLE TO: 		Director of People, Change & Assurance


PURPOSE: 	The Project Coordinator will play a key role in supporting the efficient delivery of the Home Team27 project. 

This is a vital, hands-on role that requires someone confident in working within a busy project office. From coordinating workflows, maintenance project governance and liaising with multiple stakeholders, you'll help ensure the projects are delivered on time, within budget and to our high standards.

To work within the Company’s Equality and Diversity Policy, Health and Safety Policy, Customer Service and Performance Policies ensuring that these are complied with throughout all activities within the scope of this role to ensure the highest standards of customer care.
 
Ensure that all activities undertaken are carried out to the highest standards of integrity and professionalism in accordance with the Company’s policies and procedures.
 
Bring your skills, your ideas and your initiative to the role.

KEY ACHIEVEMENT AREAS:

1. Co-ordination of all areas of the project(s)
2. Knowledge/understanding of the project(s) and any inter-dependencies
3. Stand in/support the Project Manager when necessary
4. Monitor timelines, budgets and milestones to ensure successful project delivery
5. Assist in recognising and removing project blockers
6. Maintain accurate project documentation, reports, and trackers
7. Stakeholder management and communication
8. Assist with procurement and contract management
9. Co-ordinate and schedule project meetings where required
10. Identify and help resolve risks and issues impacting project timelines
11. Attend all project meetings, recording notes, decisions and actions
12. Provide high-level administrative support to the project manager and senior stakeholders
13. Liaise with internal departments, housekeeping teams, and external contractors and suppliers
14. Manage multiple priorities and communicate clearly and effectively across teams





Health and Safety Responsibilities
1. Take responsibility for own Health & Safety and not to put others at risk. 

1. To follow all guidance, policies and procedures associated with health and safety and ensure any risk assessments for this role have been read and understood.

1. To comply with all health and safety legislation and regulations associated with the role. If in doubt, contact the Health and Safety Team for help and support.


















	No job profile can cover every issue, which may arise within the post at various times and the jobholder is expected to carry out other duties as requested by the line manager.



Signed:……………………………………………………………………………………….

Date: …………………………………………………………………………………………
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