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Slieve Gullion Courtyard, 89 Drumintee Road,
Killeavy, Newry. BT35 8SW




JOB DESCRIPTION

JOB TITLE:


TEMPORARY PROJECT DIRECTOR

RESPONSIBLE TO:
CLANRYE GROUP GENERAL MANAGER AND BOARD

RESPONSIBLE TO:
The effective management of all operational functions within the company. He/She will ensure that high quality projects are developed and delivered with a focus on encouraging reconciliation and the developments of appropriate employments skills amongst participants.

MAIN DUTIES

RESEARCH/PROMOTION/MARKETING

1. To research and network with the business, economic and community sectors with a view to generating projects which will be appropriate to

· The abilities/needs of unemployed young people within the designated area.

· The current and likely future employment trends within the region.

2. To initiate and maintain an effective promotion/marketing strategy to create a high awareness level within the area of Clanrye Wider Horizons - its aims and objectives.

3. To effectively promote individual projects.

4. To initiate effective advertising/recruitment strategies to attract the required number of participants for each project.

5. To establish and implement appropriate selection processes and criteria for the organisation and participants.
PROJECT MANAGEMENT

6. To liaise with relevant providers on the delivery of residential/training services appropriate to each project.

7. To personally deliver training courses (where practicable) appropriate to the needs of trainees within the projects.

8. To participate in/co-ordinate overseas feasibility studies.

9. To liaise with the overseas host organisation on the delivery/cost of services required.

10. To recruit supervisory staff appropriate to the needs of individual projects.
11. To ensure that all aspects of individual projects are planned and executed to the highest possible standard.

PROJECT MONITORING/EVALUATION

12. To set in place and maintain an effective process that will monitor and evaluate all aspects of individual projects from inception to completion.

13. To ensure that all participants within programmes effectively contribute to the evaluation process.

14. To prepare/co-ordinate interim/final reports indicating progress against targets and to circulate to the Clanrye Wider Horizons.

ADMINISTRATVIE/FINANCIAL CONTROL FUNCTION

15. To prepare and submit business plans, project applications, feasibility study reports to IFI.

16. To complete all necessary claim forms/administrative documentation for projects.

17. To maintain an overall effective administrative function within the Clanrye Wider Horizons office.

18. To liaise with the Financial Director on the establishment/maintenance of effective financial control/reporting arrangements.

19. To submit reports to and attend bi monthly meetings of the Board of Directors Steering Committee.

HUMAN RESOURCE FUNCTION

20. To take responsibility for the personnel function within the organisation – staff recruitment- disciplinary/grievance procedures etc.

21. To ensure that all Equal opportunities/Fair Employment Legislative requirements are met.

22. To take responsibility for the performance of staff and provide guidance on any personal development/training requirements.

STRATEGIC PLANNING

23. To develop future company strategy in consultation with the Board of Directors.

24. To research and submit funding applications for other initiatives which would enhance the activities of Clanrye Wider Horizons.

25. To submit for approval to the Board/IFI annual business/operational plans for Clanrye Wider Horizons Limited.

26. To liaise with appropriate bodies to ascertain trends/developments which could impact on Clanrye Wider Horizons operations.

