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Roles and Responsibilities

Keep Northern Ireland Beautiful
General Information

	Job Title:
	Local Environmental Quality Co-ordinator

	Employed by:
	Keep Northern Ireland Beautiful

	Reporting to:
	Local Environmental Quality Manager

	Job Purpose:
	Effectively co-ordinate/project manage a range of local environmental quality and certifications programmes

	Hours of Business:
	Core hours 9am - 5pm 

	Location:
	Home/Field/Belfast-Office based

	Hours per week:
	37.5

	Salary:
	£26,000 

	Contract type:
	Permanent, subject to funding



PURPOSE

The Local Environmental Quality (LEQ) Co-ordinator will work to support Keep Northern Ireland Beautiful’s aims, set out in our 2020-25 Strategic Plan, by coordinating and project managing a range of local environmental quality and certifications programmes within the LEQ department. The post-holder will work to implement efficient processes, from the planning through to the reporting stages of LEQ work streams. The post-holder will work closely with the LEQ Manager, ensuring the effective delivery of a range of functions for the department whilst also developing collaboration opportunities across the suite of Keep Northern Ireland Beautiful work streams. They will be responsible for supervision of Officers within the department, ensuring all agreed deliverables are completed effectively on time.

Authority
· Commission work only in line with company procedures, and obtain best value at all times. 

· Refer any media interest or potential news stories to their line manager.

· Operate within the organisation’s policies and procedures at all times.
· Commission marketing channels in line with that agreed by the Chief Executive.
Duties and Expected outcomes
As well as coordinating and balancing the resource requirements for a range of activities, the LEQ Coordinator will be required to work closely with the LEQ Manager in a support role, being agile, organised and solutions focused, leading on project management for a range of activities.
Coordination
· Coordination of resources to deliver agreed programme outputs and outcomes on time and within budget
· Supervision of team members within the sphere of responsibility
PROJECT MANAGEMENT
· Direct project management of activities to deliver agreed programme outputs and outcomes on time and within budget, playing a key role in the various stages of delivery, from planning through to reporting and disseminating key learning outcomes
SURVEYING AND CERTIFICATIONS

· Coordinate delivery of the following: 

· Borough Cleanliness Survey, 

· Cleaner Neighbourhoods Survey,

· Marine Litter Survey

· Other bespoke surveys and assessments as required to monitor local environmental quality in Northern Ireland. 

· Certification programmes

· Develop surveys that will monitor the success of anti-litter campaigns. 

OTHER RESEARCH

· Generate and deliver research that will contribute to pro-environmental behaviour change, particularly, but not solely, in relation to LEQ. 

· Keep abreast of developments in survey and assessment techniques.  
GENERAL

· Delivery of administrative duties, for e.g., updating of data-bases
· Point of contact for internal and external stakeholders, including, the Keep Northern Ireland Beautiful senior management team and local government staff
· Supervision of Officers/placement students/volunteers within the sphere of responsibility

· As required, represent Keep Northern Ireland Beautiful at conferences, events and meetings
· Fulfil other duties for Keep Northern Ireland Beautiful as required on occasion.
General Information
The person appointed will be home/office-based, with a requirement to travel NI-wide on occasion. They will work in a collaborative manner with all other Keep Northern Ireland Beautiful team members.

IT support is provided for all staff to enable them to be efficient and effective in their work.

Office hours are broadly 9am to 5pm, and normal days of work are Monday to Friday, however, this is an important role in a small organisation and on occasion you could be required to work outside of normal working hours.
Person Specification 

Qualifications, skills & experience
Essential

· Educated to Degree level, or three years’ relevant experience

· 2 years’ project management/coordination experience

· 1 years’ staff supervision experience
· Developed ICT skills, including the Microsoft Office Suite.
Desirable       

· Experience of working in the voluntary sector

· Experience of working with local government.
Knowledge & Understanding
Essential

· Knowledge of environmental matters.
Desirable

· Knowledge of behaviour change.
Personal Qualities
Essential
· Ability to work effectively both independently and as part of a wider team
· Excellent interpersonal and organisational skills.
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