
 

 

CARE NETWORK CAMBRIDGESHIRE 

JOB DESCRIPTION AND PERSON 

SPECIFICATION 

 

JOB DESCRIPTION 

Job title: Connected Communities Project Coordinator 

Hours: 16 hours per week, one year fixed term 

Pay: Coordinator rate £11.9739 per hour,  £9962.28 per year  

Location: Soham & St Ives 

Reports to: Connected Communities Manager 

Line manager for: N/A 

Summary of 
main job purpose: 

To provide positive community engagement, recruitment 
outreach, event organisation, administration, creative problem 
solving and project management for Connected Communities 

 

Project Background 

The Connected Communities project will deliver a new approach of local community members 
providing social care, help and support to older people and people with disabilities. 

To achieve this you and the Connected Communities Manager will become embedded within the 
communities of the delivery sites of St Ives and Soham. You will: stimulate interest and support 
local residents to develop paid for services that can provide both regulated and unregulated 
support to others in their community, based on what support they feel is missing within their area. 
You will also facilitate the development of voluntary circles of support and peer groups for those 
providing and receiving services. 

 
Unmet need 
 

 Record the unmet support requirements of elderly people and those with a disability in 
Soham and St Ives, acting in a professional, cheerful and positive way.  

 Track progress against these requirements and update interested parties, reassuring 
and problem solving if required. 

 Liaise with partners and Care Network colleagues to ensure a smooth transition of 
responsibilities both during start-up and as new providers start to deliver 
 

Provider recruitment 
 

 Use a variety of channels and approaches to reach people who want to provide support 
to elderly people and those with a disability in Soham and St Ives. 

 Respond to queries from potential providers, liaising with the Connected Communities 
Manager as required. 

 Organise outreach and training events for potential and new providers according to the 
project timetable. 



 Liaise with providers as they set up services, ensuring that business and regulatory 
skills are supported, and that the activities and support provided by partners meet the 
providers’ business start-up needs. 

 
Circles of Support 
 

 Organise initial voluntary support groups, liaising with Community Development 
colleagues, volunteers and the Volunteer Manager. Groups will respond to need for 
capacity in provision, initially as a support mechanism for new providers, but also 
providing support for older people, people with disabilities and their carers directly, 
responding to their unmet needs. 

 
Project Learning 
 

 Build strong relationships with the Neighbourhood Cares team and the Spinney and 
Staploe surgeries, ensuring that Connected Communities becomes embedded in their 
delivery models 

 Track progress against project targets, use Care Network callback and face to face 
consultation methods to record client and provider satisfaction, and document 
successes and challenges, including case studies (with consent) 

 Analyse setbacks and challenges, and recommend revisions to approach to address 
these 

 Celebrate successes, ensuring these are communicated  
 
General 

 Work independently and as part of the Care Network team, taking initiative and being 
proactive, and involving and informing colleagues as appropriate. 

 Maintain own knowledge of small business legal and best practice frameworks 

 Maintain own knowledge of relevant issues, especially adult health and social care and 
issues for vulnerable adults. Undertake relevant training as approved by line manager.  

 Be aware of the requirements Safeguarding legislation, the Data Protection Act and 
other legislation, ensuring reporting of Safeguarding concerns and confidentiality of 
information in respect of records maintained and tasks undertaken. 

 Maintain appropriate and accurate computer and paper records of groups, clients, 
providers and volunteers, making good use of the Charity Log data management 
system.  

 Comply with Care Network policies and procedures including appraisal and regular 
supervision. 

 Undertake any other reasonable tasks requested by the line manager. 
 
 

Any special conditions 

Hours: You will work a flexible 16-hour week, using flexi-time recording (there is no 
overtime payment).  You will arrange your hours to suit the workload, mostly during normal 
office hours, but occasionally evening or weekend work is required. Sometimes you may 
need to flex your hours to accommodate clients, groups or colleagues.   
 
CRB: A satisfactory enhanced level DBS. 
 
Driving: You will be required to use your own car for work, and to be insured accordingly.  
A mileage allowance (45p per mile) will be paid for essential travel for work. 



PERSON SPECIFICATION 

 

Job title: Care Network Connected Communities Project Coordinator 

 

Qualifications Essential criteria 
1. GCSE Maths and English or equivalent  
2. Educated to A-level or equivalent relevant vocational training. 

Desirable criteria 
1. A  degree in any subject. 
2. Other relevant qualifications e.g. in health and social care, advice 

giving, business or project management. 

Experience Essential criteria 
1. Experience of a customer facing role 
2. One years' experience (paid or voluntary) related to this job role 
3. Proven record of  project coordination, including experience of 

tracking progress against targets and adjusting approach to achieve 
delivery. 

 

Desirable criteria 
1. Currently working in a services business, small business support, 

community development or the voluntary sector 
 

Knowledge Essential criteria 
1. Knowledge of small business administration 
 

 Desirable criteria 
2. Knowledge of domiciliary care regulation, e.g. CQC registration, 

policies, DBS, data protection, safeguarding, safety, and 
employment. 

Skills  Essential criteria 
1. Works accurately, picks things up quickly 
2. A self-starter who is motivated and focussed, able to prioritise own 

time and the work of others.  
3. Proficient in Word, Excel and Outlook and un-phased by social 

media and data entry. 
4. Writes clearly and persuasively, in plain English. 
5. Excellent oral communication; can adapt style to different people. 
6. Can interpret effectively statistics and technically-written reports. 
7. Good social/interpersonal skills, maintaining ethical and social 

norms, in both formal and informal settings. 
8. Builds good relationships with internal and external stakeholders. 
9. Prioritises effectively own time and the work of others.  
10. Can work in a dispersed organisation with multiple sites, building 

relationships with remote colleagues, prioritising requests and 
managing expectations. 

11. Able to multi-task and handle competing priorities, while being 
realistic about own and others’ workloads. 

12. Can solve practical problems; presents solutions to issues. 

 
 
 
 



Aptitude & 
characteristics 

Essential criteria 
1. Passionate about support for community activities, volunteering and 

independence for older, isolated and vulnerable residents. 
2. Self-managing.  Prioritises work effectively. Takes the initiative 

rather than waiting passively and reacting.  Acts on opportunities. 
3. Flexible and at ease with adapting to new situations. 
4. Collegiate; a team player, who motivates people. 
5. Can solve practical problems and deal with a range of variables. 
6. Ready to listen, friendly, approachable, not easily provoked. 
7. Tactful and discrete. 
8. Honest and shows integrity. 
9. Methodical, accurate, tidy and well-organised. 
10. Prompt and a good time-keeper; reliable; works well to deadlines. 
11. Committed to social inclusion. 
12. Professional manner and appearance. 

Other 
requirements 

Essential criteria 
1. Agrees to enhanced level DBS check 
2. Has clean driving licence, and car available and insured for work. 
3. Freedom to work flexible hours, given response to reasonable 
notice. 
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