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Project Officer Capacity Building Job description Background The BSCC is poised for a step change in its organisational requirements with the development of a campsite and events space, to date all managed by volunteers in their own time apart from a dedicated project officer concerned with construction and marketing. The aim is to develop systems and procedures that will enable the company to manage our portfolio and meet all our stake-holders needs in an efficient and professional manner. Job Purpose To help the BSCC progress from a relatively small and uncomplicated charity to a large organisation with responsibilities for a major infrastructure development and a diverse portfolio of assets and projects. The focus is on developing our organisation capacity through a suite of defined outcomes relating to organisational change, management systems and information management. Purpose The overall purpose is to help establish a robust administration framework and management systems for the next five years that will enable us to build a community owned enterprise that is self-sustaining, providing an economic stimulus to the area and able to supporting local charities. Main responsibilities • Help establish a new trading entity, VAT registered and in a position to manage the building of our campsite and events space project. • Establish a new SAGE based finance system to manage all of our project funds for BSCC as a whole • Ensure we have auditable management systems to cover: o Project management o Communication o Company documentation o HR • Set up monitoring and reporting systems for our stakeholders • Coach company members in the above and develop appropriate training materials • Set up an asset register and maintenance schedule • Implementation of additional organisational systems deemed necessary within the time-frame of the appointment. Contacts • BSCC directors • Personnel in other Development Trusts • Other contractors and project officers • Statutory bodies • Funders • Members of the BSCC Reporting The post holder will be line managed by a Board member and answerable to the Board of Directors. 
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Person specification Desirable Experience and knowledge • Experience of company development • Experience with office related software • Understanding of cloud-based systems such as SAGE, Freedcamp, Dropbox • Coaching/mentoring • Management systems and organisational change • Working with voluntary and commercial organisations Personal skills • Good interpersonal and communication skills • Self-motivation • Able to work on own initiative • Be well organised • Able to work with a very diverse range of experience and abilities Remuneration Self-employed basis equivalent to part-time at 2.5 days a week. The contract is pro-rata valued at equivalent to £30800pa thus circa £12500. Fixed term contract until 30 March 2017 
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Experience of company development. â€¢ Experience with office related software. â€¢ Understanding of cloud-based systems such as SAGE, Freedcamp, Dropbox. 
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