
Allenton Big Local 
Plan Coordinator Job Specification 

 
Job Title: Plan Coordinator 

Hours: 8 hours per week 
 

Term: Fixed 3 month contract with an option to extend for a further 9 month 
period 
 

Salary: £15.00 per hour 
 

Location: Various 

Reporting to: Reports to the LTO and Allenton Big Local Partnership Board  

Purpose: To provide: 
Coordination of the delivery plan with external agencies and partners 
Administrative support to the Partnership board to enable it to carry out its 
functions effectively and to review and update the plan  
 

Role & 
Responsibilities: 

Meetings 

 Working with the LTO and Chair, coordinate and facilitate meetings of 
the Partnership Group and any other working group that is set up. To 
include confirming venue, time and any costs in-kind 

 Take minutes of meetings, preparing agendas and distribution of 
papers. To include ensuring that all members are aware of actions. 

 To coordinate and help facilitate the AGM. 
 
Delivery Plan - monitoring and development 

 To monitor all activities to ensure that aims and objectives are being 
met and report progress back to the Partnership Board. 

 To ensure that SLAs or Purchase Order Agreements are in place for all 
activities funded through Allenton Big Local. 

 Coordinate reports to Local Trust if required. 

 Ensure project compliance with Big Local funding requirements. 

 Ensure that the Partnership Group Core Values and Priorities remain a 
focus throughout the progress of the project. 

 Maintain a link between the Partnership Group and the LTO ensuring 
the LTO and Partnership Group comply with Local Trust funding 
requirements. 

 To lead on developing areas of the plan where activities need to be 
identified - to include facilitating working group meetings where 
necessary. 

 To assist with the evaluation of the project  

 To ensure that surveys and questionnaires are carried out where 
required to assist towards evaluation and monitoring of perceptions. 
 
Financial monitoring 

 Working with the LTO to prepare budget reports and ensure that the 
Partnership Group regularly receive these. 

 Maintain a record of all 'gifts in-kind' provided, such as free use of 
venues for meetings, staff time provided for activities etc. 

 To ensure that monitoring reports are received from delivery partners 
before invoices are paid 



 
Communication 

 Ensure that there are regular communications to the local community 

 Liaise with partners to ensure relationships are developed and 
maintained. 

 Communicate the delivery plan and priorities to the local community, 
being a point of contact for queries and funding requests. 

 
Other 

 Work as an active and integral member of the Partnership Group. 

 To undertake other duties as agreed by the Partnership Group. 
 

 

  

 


