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JOB DESCRIPTION
Job Title: A Chance to Trade Project Co-ordinator 


 

Organisation: The Millin Charity  


 

Responsible To: The Charity Manager  
Working Hours: 17 hours per week 

Salary: £25,000 Pro rata per annum 

Annual Leave: 28 Days FTE  

(3 days FTE of which require to take over Christmas Closure) 



This role is for a female applicant due to the nature of the role and the client group we plan to engage. Equality Act 2010 Sch.9 (para.1) applies.

Purpose:

To co-ordinate and deliver the A CHANCE TO TRADE project as part of The Millin Charity’s services to support women into self-employment. The A CHANCE TO TRADE project aims to support unemployed women to fast-track their enterprise idea from a product or service they make at home to trading to the public. This project will offer unique accredited training, trading advice, trading experiences, pop-up market stalls, links to trading routes, bespoke workshops, local experts & mentors and a supported network of like-minded women. The project will aim to get 35 women into business start-up through the support they receive during the lifetime of the project. The role will include meeting and exceeding key outcomes and targets set out in the project plan. The post-holder will be based at The Millin Charity, Beacon, Newcastle where primarily the project will be delivered from; some programmes may need to be delivered at partner outreach venues when required. 

Principle Duties  

· To create opportunities for long term unemployed women to engage fully into the A Chance To Trade Project

· Work closely with the Community Development Worker to ensure relevant marketing and engagement methods are in place, assess and recruit women on the project

· Co-ordinate the training programmes set as part of the project

· Deliver enterprise-based workshops 

· Develop and create links with external organisations and experts who can support the delivery of the project 

· Coordinate and support women to make the best out of the trading opportunities that will be made available to them

· Organise one-off enterprise events when required and events to celebrate women achievements 

· Deliver business advice sessions, support and guidance to bring together the wrap around support offered to women, and to make the final steps into business start-up / self-employment 
· To monitor and ensure the outcomes and outputs of the project are on track with timelines set; with an overall aim for these to be met and completed by the end of the project term.
RESPONSIBILITIES 
1 Accredited Training 
1.1 Co-ordinate the delivery of The Millin Charity’s Accredited Training courses, recruit and liaise with sessional tutors and ensure courses are delivered in- line with standards of One-awards accrediting body and The Millin Charity guidelines.
1.2 Liaise with tutors to ensure assessment of all learners are carried out in a timely manner.
1.3 Ensure all learner workbooks/portfolios have been fully assessed and signed, ready to be passed over to internal verifier.
1.4 Work with internal verifiers to ensure training is delivered at quality standards and learners are working through and achieving the assessment criteria set within that unit.

1.5 Ensure all relevant learner information is passed on to internal verifier for registration onto Quartz web
1.6 Evaluate training courses and learner feedback and provide recommendations 
2
 Enterprise Workshops
2.1
Continue to assess women taking part in project and establish the types of enterprise workshops that need to be delivered.
2.2
Deliver in-house practical / enterprise workshops on a rolling basis and when required by participants.  
2.3 
Develop a network of training experts in the field of enterprise and who specialise in different areas of enterprise and organise delivery of workshops on a monthly basis. 
2.4
Make links with local female entrepreneurs who are willing to share their stories on a voluntary basis and organise ‘Inspiring Enterprise’ workshops that women can learn from. 
3
Trading pop-ups and Markets
3.1
Develop links to trading opportunities to enable women a chance to trade their products/service to gain practical experience of selling. 

3.2
Support women to get ready to sell their products/service on an allocated stall at the quayside market.  
3.3
Organise, book and co-ordinate once a month selling opportunities for women at public markets and events.
3.3
Support women to ensure they get the most out of these selling experiences and work with them to enable them to create their own links to these opportunities. 
3.4
Link women to volunteer trading mentors who can also help identify opportunities for women and practically support them to sell at markets and events.
4
Trading Advice 
4.1
Deliver weekly one-to-one business/trading advice sessions to women with an aim to get women closer to setting up their business and support the start-up registration process when required. 
4.2
Develop individual enterprise action plans and goal setting for those who register for advice sessions; continue to review progression on a timely basis. 

4.3        Assess the needs and requirements of participants and organise workshops relating to this and/or link women to external opportunities that can help them progress further.
4.4 
Create women only enterprise space for women to come together, work on their enterprise, creating a peer support network with each other.
5
Business Start up
5.1
To actively support women who are ready to make that step into starting their own business.
5.2 
Help and support women through the relevant process in registering their own business.
5.3
Aim to achieve the outputs for business/job created set out within the project plan.
6 
GENERAL
6.1
Carry out all associated administrative and reporting work related to the project.
6.2
Monitor and keep track of women taking part in the project and activities undertaken. 
6.3 
Work alongside the community development worker to provide outcome and output information on beneficiaries to be used for reporting back to funders.
6.4
Work alongside Manager/finance to ensure spend on project is within the financial budgets available.
6.2
Ensure that accurate records are maintained in compliance with the Data Protection Act and GDPR.
6.3
Develop strong supportive relationships with all work colleagues, external providers and local women.
6.4
Promote Equal Opportunities.
6.5
Ensure that you are fully compliant with and are aware of your obligations in terms of Health & Safety.
6.6
To fulfil any other duties commensurate with the post as may be reasonably required.
SUPERVISION AND GUIDANCE
The post holder will receive supervision and guidance from the Manager. 
EQUALITY & DIVERSITY RESPONSIBILITIES

This role is for a female applicate due to the nature of the role and the client group we plan to engage. Equality Act 2010 Sch.9 (para.1) applies.
If you feel that any of the above requirements found in the job description cause a specific barrier due to equality or diversity issues you must inform the Millin Charity Board of Directors so this can be addressed.
The Millin Charity is an Equal Opportunities employer and requires its employees to carry out its policies concerning the above both in terms of equal opportunity for employment and access to services.

HEALTH and SAFETY RESPONSIBILITIES

To ensure that your work area is maintained in a clean, safe and tidy manner, all equipment is used safely according to instructions, and that your work is carried out with no risk to yourself, other employees or visitors.
Dated: 
Signature of Post Holder:

In addition to the functions listed above employees are required to carry out such other duties as may reasonably be required.  Other terms and conditions are given in the Contract of Employment.  The above Job Description content should not be seen as precluding future change or additions or to be in order of priorities.
Date of Implementation: July 2018
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Author:  Shewley Haque
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