Camden Safer Neighbourhood Board working in partnership with Somers Town Community Association 
[bookmark: _GoBack]
Job Title:	Projects Manager/Company Secretary 
Reporting to:	Camden Safer Neighbourhood Board Trustees 
Hours:	21 hours - Flexible to suit the needs of the Organisation
Salary:	£35,000 pro rata + pension contribution 
Location:	Somers Town Community Centre, 150 Ossulston Street, London NW1 1EE

Interested in helping to improve community/police engagement and working in partnership with others to make this happen? Camden Safer Neighbourhood Board (CSNB) is seeking a new Projects Manager who can help devise an innovative programme of activities that can contribute to the reduction of crime and antisocial behaviour in the London Borough of Camden. 

You will be employed by Somers Town Community Association but you will be working solely on CSNB activities.

About Camden Safer Neighbourhood Board (CSNB)

CSNB is an independent borough-wide community led engagement group concerned with reducing crime and antisocial behaviour across the Borough. We are a membership organisation and all community groups based in the London Borough of Camden area can join the CSNB. 

The CSNB aims to remain at the forefront of police and community engagement in Camden and be an exemplar of police and community engagement to other borough engagement groups across London. 

The CSNB is the only borough engagement group in London to be a charity and company limited by guarantee. 


Job Description

The Projects Manager will report to the CSNB Board of Trustees and on a day-to-day basis to the Chair. This is a diverse role and the candidate will be expected to tackle a range of tasks. The primary duties and responsibilities are set out below. 

Primary duties and responsibilities include:

Strategic Direction
· Develop the strategic direction and priorities for the CSNB and the Stop and Search Monitoring Group (SSMG)

· Develop an annual work plan to achieve the strategic priorities of both the CSNB and SSMG for approval by the Trustees.


Operational Management
· Work with the Honorary Officers and other trustees to implement the agreed annual work plans

· Monitor and track progress against the annual plan, putting corrective measures in place as needed
· Reporting progress to Trustees as required


Financial Management 
· Assist the Honorary Treasurer with financial planning, management and reporting to the Trustees.
 
· Review and oversee the implementation of the financial policies, systems and controls.

· Be responsible for the day-to-day financial monitoring and be accountable for all expenditure.

· Ensure that the financial systems continue to be effective and up to date.

· Ensure the accuracy and integrity of all accounting records and financial systems.

· Prepare a draft of the Trustees’ Report for the Board of Trustees for inclusion in the Annual Report and Accounts.


Generating Income
· Oversee all aspects of the CSNB’s income generation strategy with the Honorary Officers and produce reports for the Board of Trustees

· Make funding applications to the: 
· Mayors Office for Policing and Crime for the CSNB annual grant
· London Borough of Camden for our work with the SSMG and Youth Independent Advisors 

· Develop new fundraising opportunities


Office Management
· Evaluate and where possible, improve the CSNB’s operational systems, processes and policies, in particular, compliance, management reporting, information flow, business processes and organisational planning.

· Oversee day-to-day operations including premises, equipment, IT systems, ordering supplies, procurement and workflow management.

· Ensure confidentiality at all times. 

· Due to the nature of our work we will require an Enhanced DBS check.


Communications
· Oversee the content and design of all the CSNB’s public facing materials both printed and electronic.

· Maintain the various social media accounts and website.

· Keep all contact/email lists up-to-date and ensure the CSNB remains GDPR compliant.

· Forward ‘Partnership Notices’ issued by the police to the appropriate email lists, checking the content to make sure they do not contain any personal or confidential information.


Partnership working

Liaise with the police, council and other agencies with regard to crime and antisocial behaviour issues. 

Bring together organisations and individuals committed to reducing crime and antisocial behaviour to identify issues of concern, work to address those concerns and hold those responsible to account, and to provide a focus for community cohesion, engagement and consultation. 

Arrange for Trustees to attend various strategic community safety meetings on behalf of the CSNB.

Represent the CSNB at various partnership meetings.


Operational Risk and Charity Compliance Reporting

· Identify the key risks inherent in the CSNB and drive forward the controls necessary to mitigate them. 

Charity Governance

· Oversee timely governance and report to the Board of Trustees

· Manage the rolling impact review against the CSNB work plan and report to the Board of Trustees





Person Specification

	
	Essential
	Desirable

	Experience

	Experience of working with Committees or Boards
	
	

	Experience of working in non-profit management
	
	

	Effective business planning skills, including finance, marketing and setting objectives
	
	

	Effective communication, networking and influencing skills
	
	

	Experience of making grant applications to public bodies
	
	

	Experience of building and managing relationships across a range of diverse partners
	
	

	A minimum of three years’ experience working with or for community organisations 
	
	

	Skills, Knowledge and Abilities
	
	

	Budget and project management skills including preparation, analysis, decision making and reporting
	
	

	Strong organisational and analytical skills
	
	

	Strong leadership and critical thinking
	
	

	Strong written and oral communications skills
	
	

	Ability to organise own working and meet deadlines
	
	

	Strong ability to collaborate, motivate and build effective working relationships with all key stakeholders
	
	

	Confidence to build relationships with a variety of people, from the police, council and voluntary organisations
	
	

	Knowledge of fundraising strategies and donor relations unique to the non-profit sector
	
	

	Ability to speak in public with confidence on behalf of the CSNB
	
	

	Computer skills, especially Microsoft Office (Word, Excel, Outlook and PowerPoint)
	
	

	Able to use WordPress
	
	

	Knowledge of the Police and Criminal Evidence Act particularly in relation to Stop and Search
	
	




