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Job Title: Project CoordinatorJOB DESCRIPTION

Location: West Midlands based
Reports to: Senior Project Manager
Hours of work: 37.5
Travel Required: National travel required in line with business requirements
Salary: £25,000 - £30,000
Contract: FTC

Compass Community exists to create a future of strength and opportunity for every child. Across fostering, residential care and education, we use a therapeutic, innovative approach that puts children first. Our mission is to be the UK’s #1 children’s services provider – reaching more children, being the best place to work in children’s services, and helping to transform the sector for good.
Our values, Integrity, Courage and Care guide how people work here. We listen properly, challenge each other well, and get on with fixing what needs to be fixed, together. When something goes wrong, we deal with it. When something goes well, we celebrate it. That's the work of Life Changers, and we look forward to welcoming you to the team.

ROLE PURPOSE
The Project Coordinator will play a key role in supporting the successful delivery and coordination of business transformation initiatives across the organisation. Working closely with the project team to plan, organise, and monitor project activities, ensuring that all project milestones are met on time and within budget. This role is responsible for facilitating communication between cross-functional teams, tracking project progress, and assisting with the resolution of issues or risks as they arise. The Project Coordinator will also help ensure that all stakeholders are kept informed and engaged throughout the transformation process, supporting the adoption of new operating models and technologies across the business. This position is crucial for maintaining project momentum, enabling effective collaboration, and contributing to the overall success of the organisation’s transformation.

KEY ACTIVITIES
· Coordinate and schedule project meetings, ensuring agendas and minutes are prepared and distributed promptly
· Maintain comprehensive project documentation, tracking progress, milestones, and deliverables for both major programmes and smaller tactical initiatives
· Facilitate effective communication between stakeholders, including project managers, team members, and external partners
· Monitor project timelines highlighting risks or issues and escalating when necessary.
· Support the delivery of key initiatives by managing logistics and liaising with cross-functional teams
· Assist with the implementation of new processes and systems, helping colleagues adapt to changes and providing guidance where needed
· Independently manage small tactical projects, driving progress and ensuring objectives are met within scope and timeframe
· Prepare and deliver status updates and reports to project managers and stakeholders
KEY SKILLS
· Strong organisational and time management skills
· Effective communication and interpersonal abilities
· Attention to detail in documentation and reporting
· Ability to coordinate and facilitate meetings
· Proactive problem solving and risk management
· Competence in handling logistics and cross-team collaboration
· Adaptability in implementing new processes and systems
· Capability to work independently and drive progress on taskssimilar would be an advantage. Evidence of ongoing learning ability essential.
EDUCATION AND EXPERIENCE
· Proven experience in Project Coordination within business transformation or technology change
· Strong working knowledge of project lifecycle methodologies and tools 
· Confident in using MS Office 365, and other project collaboration platforms 
· Business administration, project management, or a related qualification
· Experience managing project timelines and deliverables
· Experience in sectors such as childcare, education, or social care is considered an asset
MEASURES OF SUCCESS
· Consistent progress and timely completion of assigned tasks when working independently
· Delivery of projects on time and within scope, meeting all defined milestones and deliverables
· Effective use of project management methodologies and tools to support project goals
· Accurate and efficient use of MS Office 365 and collaboration platforms for project coordination
· Demonstrated ability to manage multiple priorities and adapt to changing business requirements
· Positive feedback from stakeholders
GENERAL
· Operate with pace, purpose and professionalism
· Demonstrate the company REACH values are at the center of all you do
· Undertaking training and development deemed necessary for the pursuance of the post
· Comply with all company policies & procedures
· Attention to detail, ability to follow instructions and take ownership of workload
GENERAL
· Ensuring compliance with safeguarding procedures, throughout all work within the Company, keeping the manager informed of work in progress and informing the manager immediately of any child protection matter or serious complaint
· To fulfil Health & Safety responsibilities
· To work within the provisions of the Data Protection Act, observing strict confidentiality in relation to all aspects of work undertaken
· Undertaking training and development deemed necessary for the pursuance of the post
· Comply with key company policies including; 
· Equal Opportunities Policy and Procedure in all employment practices
· No smoking policy
· IT Acceptable usage, Information Security and Data Protection policies 
· Travel to Compass Community offices and locations may be required as part of the role
· The nature of the business means that tasks and responsibilities are sometimes unpredictable. Employees are therefore expected to work flexibly when the occasion arises where tasks which are not specifically covered in the job description need to be undertaken
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