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KNOWLE WEST ALLIANCE

Administrative Network Coordinator 

Job Details

Job Title: 	Administrative Network Coordinator 
Hours:	Part-Time, 3 days per week (22.5hrs); option to work flexibly and to agree core working hours.
Please note: some evening and weekend work is required as an essential part of the role
Salary: 	£23,087 
Pro rata for 3 days per week this equates to 	£14,039 per annum.
Location: 	To be agreed with successful candidate, this could be a combination of home working, working from Knowle West Media Centre and/or hot-desking at other Alliance Founder organisations/local community settings
Please note: the post holder will be required to attend regular face-to-face meetings in Knowle West as an essential element of the role
Access:	There is wheelchair access at all Alliance Founder buildings 
Contract: 	Part time, three year fixed term contract.  The Knowle West Alliance is a network, the contract is therefor offered via founding partners, Knowle West Media Centre, who are the nominated fund holders for the position
Benefits:	
· 25 days’ annual leave plus bank holidays (pro rata)
· NEST pension scheme 
· Flexible working
· Simply Health – Basic Health Plan, with option to upgrade
· Birthday Off Work
· Additional Christmas Holidays
· Cycle to Work Scheme

Timeline	Advertised: week commencing 10th October
		Application Deadline: 31st October 4pm 
		Interviews: week commencing 7th November (date tbc)
		Proposed start date: ASAP

How to apply	Please complete and submit the application form via Airtable
		Link: https://airtable.com/shr6vPYFhvhYfQeZu

For enquiries relating to the post contact lucy.holburn@kwalliance.co.uk



The Knowle West Alliance

The Knowle West Alliance is a network of residents, groups and organisations in Knowle West, Bristol. Launched in 2019 we work together to achieve the best for the whole community.  
What We Do 
 Provide and build a collective community voice and influence for the area through communicating with local people, making sure they know what’s going on, and how they can influence it 
 Build positive relationships with external organisations which can support and benefit the area 
 Offer a co-ordination point and central hub for projects and activities through our core group of volunteers and our staff team
 Contribute to building strength and capacity across the area - building wide, not high, through encouraging and supporting activity throughout the whole of Knowle West 
 Draw in and channel resources to support local people, groups and organisations to make the small or large improvements they want in their neighbourhood 
 Strengthen an appropriate communications system and networks within Knowle West and externally 
 To show Knowle West is a confident and vibrant community, both locally, citywide and nationally

Job Description
Main Purpose of Job
Knowle West is an area that full of amazing people doing brilliant things; residents volunteering, exciting, creative projects and spaces, small business, people learning, organisations working with residents to make changes big and small; you name it, it’s all happening here.  This is an exciting time to join KWA.  
This is an enabling role, full of variety.  You will use your excellent administrative skills to co-ordinate specific projects as well as ensuring the day to day smooth running of the Alliance network; supporting effective collaboration with great systems and processes.  
The Knowle West Alliance (KWA) Working Group is made up of residents and local workers, together we have identified the following priority areas for 2022-24:
1.	Resident voice and influence 
2.	Learning, skills and confidence building  
3.	Supporting and developing grassroots action
4.	Proactively address diversity and inclusion
5.	Work together to draw in additional opportunities, resources and support

You will be part of a small, friendly, staff team who work alongside residents, volunteers and workers from groups & organisations across the estate. The Administrative Coordinator will help solidify the Alliance’s connections, building on our ways of working to ensure that together we are supporting the network and making a difference.
You will love building positive relationships and take a methodical approach to organising people, processes and events.
Main Tasks and Responsibilities	
· Work with the Alliance Network Manager to support delivery of the strategic plan, in line with current priorities; co-ordinating and organising a variety of projects.
· Support the membership of the Alliance, maintaining clear and transparent process for resident, organisation and business involvement in all its activities. This will include working closely with the KWA Community Development Worker 
· Ensure the smooth day to day running and administration of the Alliance’s work, including working with members of the Alliance Working Group to co-ordinate and plan meetings/activities/workshops. 
· Work alongside The Knowledge team (local newsletter and community website) 
· Act as a representative of The Knowle West Alliance at all times, promoting the values of collaboration, inclusion and mutual support in your work and general approach.  This involves developing and maintaining good relationships and knowledge of the community
· Support a shared understanding of the barriers to participation and inclusion so that everyone is welcomed and contributing as equals. Take positive action to address inequality.
· Coordinate the monitoring and evaluation the Alliances work
· Any other duties that are within the scope, spirit and purpose of the post

Key Result Areas of the role
1. Building the methods, systems and processes that support partnerships undertaking impactful work 
This is a small team made up of part time workers.  You will enable effective team working as well as looking at systems and approaches that support the wider network/partners.

2. Working Relationships
This role requires the post holder to work with a wide range of stakeholders, residents, external statutory organisations and also colleagues working in the area.  An integral part of the job role is to ensure that good communication is maintained throughout the work delivered and that constructive and solution focussed approach is taken in building and developing relationships.
3. Active commitment to KWA’s Values, as detailed below:

 Share power, knowledge, space and resources for the benefit of Knowle West 
 Build the trust and confidence of people to get involved 
 Recognise and value everyone’s skills and experience 
 Listen to and respect different views 
 Actively seek out, and enable the views of the wider community to be heard 
 Continually work to improve equality of representation and inclusion 
 Be creative and do things differently 
 Enable people to get involved in the ways that they enjoy, in the places they like, on their own terms 
 Be open, clear and transparent in our activities and communications 
 Celebrate successes and make change visible

We also require a commitment to Health & Safety, Confidentiality, Data Protection and Equal Opportunities.  These expectations will be outlined in further detail to the successful candidate.
This job description is subject to review and amendment in response to the changing needs of the project. 

There will be a three-month probationary period.  

Written in October 2022

Person Specification:

	Personal Specification 

	How Assessed 
A= application  
I = interview

	ESSENTIAL
	

	A high standard of spoken and written English
	A&I

	Able to build positive relationships with a variety of individuals
	A&I

	Able to adapt written and verbal style to suit different tasks and audiences
	I

	Highly organised and able to keep to deadlines
	A

	Can juggle multiple projects at once
	A & I 

	Flexible and able to prioritise tasks
	A

	Able to create systems and approaches to organise and streamline working methods
	I

	Proficient in using the internet and word processing software (ideally Microsoft Office)
	A

	Commitment to equal opportunities 
	A&I

	Commitment to the values of KWA
	I

	[bookmark: _GoBack]Has a  can-do attitude, ready to give things a go, learn by doing and up for growing and developing within the role 
	A&I

	Able to work independently, initiate and direct own work 
	A

	Is an active and constructive team player
	A&I

	Willingness to work flexibly, including evenings and weekends as required and agreed
	A

	Willingness to attend training and development opportunities
	A&I

	DESIRABLE
	

	Ability to attend a variety of meetings, both face to face and online
	A

	Experience of working within a community setting
	I

	Experience of living, volunteering or working in Knowle West
	I

	Able to demonstrate knowledge and/or experience of equalities and diversity issues, understanding of the barriers to participation and inclusion and knowledge of issues that affect economically disadvantaged communities
	I

	Experience of using a website CMS, such as Wordpress, Eventbright, Canva and/or similar – or a willingness to learn at pace!
	A/I

	Understanding of Data Protection
	A/I



Further information:
The post holder will be required to have (or gain) a current DBS check

Funded by:
We are grateful to The National Lottery Community Fund for funding this post.
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