Circular Malton & Norton CIC

Role Descriptions

Project Support

Purpose: To support Project Lead in creation of project concept and plan/ grant application,
subsequent delivery and monitoring/ evaluation/ reporting of relevant strategic projects that further
CMN’s mission and sustainability.

Key Responsibilities:

In conjunction with relevant CMN Director,

» Outline, then develop priority activities and goals that progress our mission and with
meaningful outputs and impacts that align with significant grant or business sponsorship
opportunities

» Identify and Draft strategic and timely grant applications including provision for CMN operating
costs and roles, obtain input and submit with Director agreement (support given where
unfamiliar with grants)

» Establish diarized monitoring and reporting schedule for quality and timely reporting

» Establish project timetable for activities, milestones, check in dates and their interdependencies

» In partnership with project team, develop risk assessment and determine mitigations

» Arrange project team meetings, in person or on-line, align on agenda topics and issue summary
of actions

» Align on own specific project responsibilities and progress accordingly

Skills and Attributes:

¢ Project shaping and ongoing co-ordination and delivery (direct or indirect) of activities and
people

+ Risk management

+¢ Constructively resolving challenges - time, quality, outputs, people
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Strong interpersonal and communication skills

Enthusiastic about sustainability

Organised and proactive

Ideally experience developing grant submissions, and leading their monitoring and reporting

Key Expectations:

e S S

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

Project, Customer and colleague delight outcomes

Flexibility

Follow safeguarding policy



Circular Malton & Norton CIC

Key Terms

»  Fixed term contract

*  To and including December 2027 (may be extended, but currently linked to specific
fund)

= 1day /7 hours/ week

= £20/ hour plus contributory pension

= 28 days holiday pro rata so 5.6 days per annum
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