
Circular Malton & Norton CIC 

Role Description 

Programme Co-ordinator 
Purpose: To lead creation of and delivery of rolling year calendar of CMN activities together with other 
Ryedale wide sustainable activities to collectively provide an Inspired to Act programme for more local 
groups and everyday visitors to High Street Hub to engage in further circular actions (and build a 
sustainable income stream). 

Key Responsibilities: 

• In conjunction with Workshop Lead, Upcycling Tutors and High Street Hub lead, and external 
providers (Directors have initial list), scope and design workshop concepts, requirements, 
participation groups, timings and costs/ prices 

• Co-design, plan, promote and oversee delivery of CMN led inclusive, engaging workshops/classes 
/events / services  

• Identify Ryedale wide sustainable services/ events by others and in partnership, record the details 
for inclusion in programme 

• Design formats to share the Inspired to Act programme to maximise reach with everyday visitors to 
High Street Hub  

• Develop relationships with community groups and businesses to establish demand and sign up for 
relevant activities with agreed pricing. 

• Partner with Communication Lead to promote open activities and uptake of whole programme. 
Consider on line and other vehicles to maximise awareness and engagement. 

• Lead Eventbrite activation to record take up and track participants. Seeking min of 37 events by Dec 
2027. 

• Oversee Plan and successful delivery and reviews of workshops 
• Ensure range of activities for diverse groups of people and interests and across year and meeting 

needs of volunteers 
• Ensure delivery includes thorough Risk assessments, mitigation and Health & Safety protocols 
• Coordinate feedback and hold reflection sessions for (a) continuous improvement and ongoing 

development of programme and (b) input into CMN measures and impact 
• Optional – volunteers involved can receive 50% commission on the workshop price when and if 

class numbers attend, but note individuals takes full responsibility for own tax and benefit 
declarations 
 

Skills & Attributes: 

• Experience developing programmes and co-ordinating public facing activities and business team 
days 

• Strong interpersonal and communication skills 
• Enthusiastic about  sustainability 
• Inclusive, organised and proactive 
• Commercially and community savvy 
• Business CSR understanding 
 
 
 



Circular Malton & Norton CIC 
 

Key Expectations:  
 

♥ Meeting role responsibilities consistently 
♥ Forward planning of availability and commitment to meet planned dates and times 
♥ Behaviours reflect and uphold the CMN values with customers and colleagues 
♥ Inclusive and respect for all, especially diverse from oneself 
♥ Enthusiasm for CMN purpose and sustainability 
♥ Flexibility 
♥ Customer and colleague delight outcomes 
♥ Follow safeguarding policy 

 
 
 

Key Terms 
 
 Fixed term contract 
 To and including December 2027 (may be extended, but currently linked to specific 

fund) 
 1 day /7 hours/ week 
 £15/ hour plus contributory pension 
 28 days holiday pro rata so 5.6 days per annum 
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