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JOB DESCRIPTION

Job Title:


Gig Buddies Coordinator
Grade:


LDW Grade 4
Hours:                                30 hours per week between two postholders
Accountability:

Responsible to Innovation Manager
Purpose:
Support the development of Gig Buddies so it can contribute to reducing social isolation and loneliness in communities by creating friendships and opportunities for people with a learning disability and/or autism. 
.

Responsibilities

1. 
Development and Coordination of the service
1.1 Recruit a team of committed and motivated volunteers through a range of channels.

1.2 Recruit participants with a learning disability and/or autism through a range of channels within project funded areas.
1.3
With the support of the Administration team ensure all project activity is processed and recorded on our project collaboration software.
1.4
Build effective relationships with internal and external stakeholders in order to meet the aims of the project.
1.5      Report all risks and safeguarding matters to the Innovation Manager. 
1.6      Organise and host ‘social’ events in the community with project members.

2.
Project Promotion
2.1
Maintain an active presence on social media or at relevant events to promote the project, recruit members, fundraise, advertise social activity and promote real stories that demonstrate the success of the project.


2.2
Assist the Innovation Manager to raise awareness and understanding of the project within the community and the barriers that people with a learning disability often face. 
3.
Other
3.1
Participate in the projects steering group and networks to develop and shape Gig Buddies Wales. 

3.2
Keep abreast of project developments via attendance at team 

meetings, reading project reports and group minutes. 

3.3
Maintain and analyse relevant information for dissemination and project reporting purposes.

3.4
Ensure effective communication of Gig Buddies activities to current, future and potential project beneficiaries.

3.5
Undertake a range of duties within the scope of your role to 


ensure the delivery of the organisations strategic plan.
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