
[image: image2.png]=9
1

Social Enterprise Lancashire Network





Job Description

	Job Title:
	Network Coordinator

	Salary Range:
	£26,801 (Pro-rata)

	Working Hours:
	3 days / 22.2 hours per week

	Contract Type:
	Maternity Cover (52 Weeks) Early July Start Date


Organisational Relationships of the post:

Reports to: 
Selnet Chief Executive Officer (CEO)
Manages: 
There are no staff management responsibilities within the post

Based at: 
Unit F28, Preston Technology Centre, Marsh Lane, Preston, PR1 8UQ

Primary Objectives: 

To work alongside the CEO and fellow team members to further the objects of Selnet Ltd to build the capacity of the social enterprise sector across Lancashire.
Efficiently coordinate the Selnet membership scheme. 
To extend Selnet offer to the Social Enterprise sector in Lancashire you will be required to; liaise with current Selnet members and any potential new members to further develop the Social Enterprise Lancashire Network. Promote Selnet’s membership offer and its benefits across all sectors, demonstrate and deliver a professional service on behalf of the Company.
To advise on and coordinate marketing and communications activity across all funded programmes including Building Better Opportunities. 

Main Duties and Responsibilities:

1) As part of the staff team work to enable Selnet to build the capacity of the social enterprise sector across Lancashire.
2) Maintain and improve the existing platform of cross agency networks.

3) Develop marketing strategies to improve membership and to ensure their businesses and their business information is proactively promoted.
4) To represent Selnet at appropriate meetings, promoting Selnet’s activities and members.

5) To ensure where possible members and the Social Enterprise sector in Lancashire is fully informed of any opportunities, national and regional policy changes and initiatives. 

6) Professionally and effectively maintain Selnet’s profile utilising all communication mechanisms and social media platforms such as Facebook and Twitter. 
7) Coordinate e-news, marketing events and activities across all contract delivery
8) Support the Building Better Opportunities team in marketing and communications duties to ensure all external and internal communications are disseminated efficiently and effectively and in line with Funder guidelines and policies.
9) Coordinate a calendar of training and networking events 
GENERAL CONDUCT

The post holder will be expected to maintain professional conduct and appearance.  The post holder will be required to sign an agreement of confidentiality in relation to some aspects of the enterprise.  All staff are expected to conform to the policies and procedures in respect of employment, health and safety and risk management and acknowledge they have read and understood them.  Staff are also expected to be familiar with the business and operational plan and to support the aims of the company.  In line with good practice appraisals are carried out reviewing performance and considering continuing professional development.

All tasks and duties in this job description must be carried out in accordance with Selnet procedures, the post holder should be fully aware of Selnet policy documents and operate within the parameters defined within these.

This job description outlines the main responsibilities of the person appointed as Network Coordinator. It is subject to periodic review and amendment in the light of development and experience.
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Network Coordinator JD May 2017

