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Co-ordinator 

Hours: 7.5 hours per week
Location: Working from home and in-person as events require
Contract type: Fixed-term until May 2026
Salary: £5,727.00 pro-rata per annum
Closing date: 
Interview date: 

Job description: Arun & Chichester Food Partnership are recruiting a Coordinator to provide continuity and administrative support for the Arun & Chichester Food Partnership during a transitional period, ensuring delivery of funded commitments and maintaining core functions of the partnership. 
Key Responsibilities
1. Project Coordination
a. Oversee delivery of scheduled activities (e.g., community meals, cookery demos, gardening sessions) in line with Awards for All and Hyde funding requirements.
b. Liaise with delivery partners to confirm dates, venues, and resources.
c. Maintain a delivery tracker and report progress to the Steering Group.
2. Financial Administration
a. Process invoices and ensure timely payments to commissioned partners.
b. Work with ACCA Finance team to reconcile budgets and track outstanding income.
3. Communications
a. Promote upcoming events and activities via partnership channels (website, social media, newsletters).
b. Share information with Steering Group and wider network to maximise engagement.
c. Maintain partnership email inbox and respond to enquiries.
4. Meeting Support
a. Schedule Steering Group meetings and circulate agendas and papers.
b. Take and distribute minutes.
c. Maintain action logs and follow up on outstanding items.
5. Monitoring & Reporting
a. Collect attendance and feedback data from funded activities.
b. Prepare short progress reports for funders and Steering Group.

Skills & Experience
· Strong organisational and administrative skills.
· Experience in coordinating community projects or events.
· Basic financial administration (invoicing, budget tracking).
· Confident communicator with ability to engage partners and stakeholders.
· Familiarity with social media and digital communications.
· Knowledge of food partnership work or community development (desirable).
Personal Attributes
· Proactive and self-motivated.
· Flexible and adaptable to changing priorities.
· Collaborative approach and commitment to partnership values.


For general enquiries about the role, please email jobs@arunchichestercab.org.uk or visit https://arunchichestercab.org.uk/news/paid-vacancies/ to download an application pack.
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