JOB DESCRIPTION

Post Title: 
Physical Activity Network West Midlands Co-ordinator (PAN-WM Co-ordinator)

Length & Type of post: 
One Year, part time (21 hours per week), fixed term secondment contract

Responsible to: 
The Regional Physical Activity Co-ordinator and the PAN- WM Steering Group

Responsible for: 

Up to two members of staff potentially

Salary:


 £26,000 pro rata

Purpose of Job

Aim

To co-ordinate the development, promotion, event management and administer the day to day business of the Physical Activity Network for the West Midlands (PAN-WM) enabling business and action plan objectives to be met. 

This post has been developed to increase capacity for the Regional Physical Activity Co-ordinator’s strategic and co-ordination role in the region.

Key objectives

· To co-ordinate the development of the Physical Activity Network for the West Midlands.

· Co-ordinate the planning and implementation of the PAN-WM event programme, working with the PAN-WM Steering Group.

· Further develop high quality services for PAN-WM members in consultation with member organisations and the Steering Group. These services include events, newsletters, training opportunities and the PAN-WM web-pages.

· Strategically lead the development and implementation of a promotion and marketing strategy for the Network.

· Provide secretariat support for the PAN-WM steering group and support and facilitate the development of the other subgroups of the Network.

· To administer the membership and business systems of the Network.

· To ensure appropriate financial management of the Network in line with the Networks constitution.

· To provide high quality administration systems for the PAN-WM membership system.

· To work with key partners to increase membership of PAN-WM long term.

· Review the effectiveness of the Network and develop and implement improvement plans to meet the recommendations of the review.

The Role

The post holder will be seconded by PAN-WM for three days per week into the PAN-WM Co-ordinator role and will report to the Regional Physical Activity Co-ordinator on a day-to-day basis. The objectives of the post will be set and reviewed by the PAN-WM Steering Group. 

The post holder will have the following responsibilities;

· To co-ordinate the day-to-day development and management of PAN-WM and its business in line with the PAN-WM business plan.

· Work with the PAN-WM Steering Group to develop and implement a programme of events for members and non-members, including event organisation, promotion and collating feedback reports.

· Report progress regarding developments, successes, opportunities and challenges to PAN-WM to the Steering Group.

· Provide business management reports at each Steering Group meeting including membership, finance, business planning and development updates.

· Review PAN-WM business planning and membership services and make recommendations to the Steering Group.

· Co-ordinate and disseminate the PAN-WM e-briefings and forward the development of the PAN-WM web-pages.
· To manage, maintain and develop the membership systems of the Network, ensuring that databases, membership subscriptions and financial systems are up to date and in line with legislation and the Networks constitution
· Provide secretariat support for the PAN-WM steering group, Regional Policy and Strategy group and the other subgroups of the Network as it develops. 

· Liaison with PAN-WM’s the agency awarded the financial management contract for PAN-WM.

· To act as the first point of contact for enquiries for PAN-WM.

· To develop a marketing strategy for PAN-WM and promote and publicise PAN-WM across the region.

· Audit the management and business systems of the network and report back to the Steering Group.

Working arrangements

The post holder will be required to adopt a flexible approach to fulfilling the role. Opportunities to work from home or from the post holders current office base will be looked upon favourably, balancing the need for regular and consistent communication, the provision of services and the undertaking of development work.

Person Specification

	Attribute
	Essential
	Desirable

	Qualifications

	Degree or equivalent related to business management and/or marketing
	· 
	

	Experience

	Working at a local or sub regional level in a business planning or management role
	· 
	

	Appreciation or experience or working at regional level
	
	· 

	Experience of business development within the sport or physical activity sectors
	
	· 

	Experience of event organisation and management
	· 
	

	Experience in liaising with a wide range of external partners funder’s and sponsors
	· 
	

	Experience in marketing and promotion and communications
	· 
	

	Experience in the development of high quality services 
	· 
	

	Knowledge

	Knowledge of health and sport agendas at a national and regional level
	
	· 

	Knowledge of business legislation and financial management
	· 
	

	Ability to strategically develop business plans to ensure a co-ordinated approach to delivering services
	· 
	

	Ability to provide administration services to enable business development
	· 
	

	Knowledge of event management procedures and protocols
	· 
	

	Skills

	Able to act as an advocate for the concept of joined up working
	· 
	

	Able to think strategically
	· 
	

	An effective and proven networker
	· 
	

	Good communication and presentation skills
	· 
	

	Ability to problem solve and manage complex systems
	· 
	

	Experience in using a variety of IT systems
	· 
	

	Ability to produce reports and analyses to deadlines
	· 
	

	Special conditions

	Able to work both as part of a team and on own initiative
	· 
	

	Able to provide own transport to effectively travel around the region
	· 
	

	Willing to work evenings and weekends as the post demands
	· 
	


