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Project Coordinator

Sample Job Description
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Job description 

Project Coordinator 

Purpose

The project coordinator is responsible for coordination and management of all aspects of project implementation according to the established time schedule. 

Position type

Contract Position for 12 months

Responsibilities

Reporting to the executive director, the project coordinator will: 

· Plan, organize and direct all activities as required for the full implementation of project goals and objectives

· Ensure that project activities are consistent with the project objectives and that objectives can be met with available resources

· Ensure the project meets targets, budgets and time-lines, with appropriate reporting and evaluation

· Develop, complete and finalize all project deliverables according to the timeline

Additional duties

· Identify key community organizations

· Contact visible minority organizations including our member organizations

· Approach key people in visible minority communities involved in workplace literacy/literacy training

· Establish the Project Advisory Committee

· Coordinate, participate, facilitate and take minutes at the Project Advisory Committee meetings

· Building links for collaborative work and sharing information

· Engage and ensure participation of all key stakeholders mentioned in the project proposal

· Conduct literature and program review

· Develop the Background Paper

· Develop project methodologies and an evaluation plan

· Organize and coordinate the consultations and meetings: five community consultations, the National Community Forum and the Roundtable Meeting

· Conduct research and analyses of pertinent information, discussion and data generating from the above mentioned consultations/forums

· Develop the Position Paper and the Final Report

· Ensure timely preparation of information and other written Documents/material as required for implementation of project activities

· Ensure and maintain effective and on-going communication with individuals and groups involved directly or indirectly in the project

· Continually monitor the progress of the project

· Conduct an orderly, systematic and incremental evaluation of the project

· Update the Executive Director on a regular basis about the progress of the project

· Work in conjunction with Executive Director to prepare reports, financial and activities, for funders

· Engage in other project-related tasks

Note: This description of duties and responsibilities is intended to indicate the kind of tasks required of the position. It does not limit or exclude other duties not mentioned here but required for the successful completion of the project. 

Qualifications

· Experience in project management, project evaluation and budgeting

· Demonstrated experience in community based participatory research methodologies and policy/program analysis

· Applied knowledge of community development and community outreach strategies and tools, in needs assessment and gap analysis; 

· Knowledge of issues related to workplace literacy, literacy and workplace training Programs, specially affecting visible minorities

· Experience in networking and working with diverse populations

· Excellent written and verbal communication skills in English and including report writing, position paper development and publication/presentation of research results

· Excellent interpersonal, time management, problem solving and organizational skills

· Knowledge of Word, WordPerfect, PowerPoint and Excel
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