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Job Title 	Project Coordinator
	Reporting to
	Head of Impact and Improvement
	Job Level:

	Department
	People and Programmes
	Level 3 - First Line Manager/Qualified Practitioner/ Specialist

	Location
	Reed House, Hove/hybrid working, with some travel across Sussex

	Contract
	12 months fixed term contract, 30-37 hours a week



Where you fit

Job purpose
The Project Coordinator provides high quality administrative and coordination support to the People and Programmes function, with a focus on supporting the delivery of priority projects and improvement activity. They will play a key role in ensuring that projects and strategic initiatives are well-coordinated, effectively documented, and delivered on time. This includes maintaining accurate records, tracking progress against plans, supporting governance processes, and enabling clear communication across teams. The role requires strong organisation, attention to detail, and the ability to work collaboratively with colleagues at all levels to ensure actions are followed through and outcomes are achieved. This is a pivotal role at the heart of our organisation, ensuring leaders can focus on making a bigger impact on the lives of children and young people. 
About us
YMCA DownsLink Group is the leading charity for children and young people across Sussex and Surrey. We offer safe homes, mental health support and trusted advice.
We believe that every child and young person has the right to be safe, heard and to shape their own future. We work alongside them to make that happen.
We are here for children and young people, many of whom face multiple challenges and need our support.
Our values - we do what’s right, we work with heart, and we build real connection – guide us in all our actions.

Responsibilities
1. Support the coordination and administration of projects across the People and Programmes function.
2. Maintain and update project plans, action logs, risk registers and other project management documentation in line with organisational templates and standards.
3. Track progress against key milestones and deadlines, highlighting risks or delays to relevant project leads.
4. Coordinate project and programme meetings, including scheduling, agenda preparation and documentation collation. Attend meetings, take accurate action notes and update relevant action log.
5. Between meetings, follow up on actions with colleagues and stakeholders to support timely delivery.
6. Support governance processes, including the preparation of monthly/quarterly project reports, dashboards, and updates for the Extended Leadership Team and committees and board of Trustees.
7. Collate and maintain accurate data relating to organisational key performance indicators, outcomes, and quality assurance activity (i.e. internal audit).
8. Support the development of reports, presentations and intranet articles to communicate project performance in line with our tone of voice and brand guidance.
9. Maintain key databases and digital platforms (i.e. SharePoint) to ensure information is up to date and accessible.
10. Support the maintenance of our policy matrix, tracking policy review deadlines with policy owners, and coordinating the policy approval process.
11. Contribute to the planning and coordination of the quarterly Equity, Diversity and Inclusion Staff Forum and associated affinity groups (Anti-Racism and Neurodiversity).
12. Work collaboratively with central administration colleagues to support organisational priorities. Provide occasional cover when required.
13. Be an active part of the rota of administrators to provide efficient office reception services when needed (maximum half day per week).
General
7. Work to our vision, mission and values.
8. Comply with our policies and guidelines on safeguarding, health & safety, data protection and equity, diversity and inclusion, attend mandatory training, and abide by our Code of Conduct. 
9. Carry out any other appropriate duties as directed by the manager to support and promote our work in accordance with the post holder’s capabilities.
Person specification
Skills and experience
· Proven experience in project support, PMO or administrative role.
· Strong organisational skills, with the ability to manage multiple priorities and meet deadlines.
· Experience of maintaining project documentation, trackers and reporting tools.
· Excellent written and verbal communication skills.
· Strong attention to detail and able to maintain a high level of accuracy.
· Good analytical skills, with the ability to work with data and produce reports.
· Proficiency in Microsoft 365 and digital collaboration tools.
· Ability to work proactively and take initiative. 
· Ability to exercise discretion and sound judgment in handling sensitive matters.
· Adaptable in a fast-paced environment and willing to be a champion of change (i.e. digital innovation).
· Collaborative and able to build effective working relationships.
Qualifications
· DESIRABLE - Project management qualification (i.e. PRINCE2/APM PFQ/Agile)

Employee declaration
I confirm that I have read, understood and agree to the expectations outlined in the profile
Name:	                                            	Date:	                                    	Signed:		                            


Director of People and Programmes


Head of Improvement and Impact


Head of 
People


Head of Fundraising and Communications


Safeguarding Practice Managers x 3 (1.7FTE)


Project Coordinator


Digital Systems Manager 


Quality Officer


Youth Engagement Manager


Data and Performance Lead


Data and Systems Support Officer


Youth Engagement Coordinator x 3


Digital & Engagement Specialist


2

Job Profile Project Coordinator_Jun 2026 (12 months FTC)				2
image1.jpg
YMCA DOWNSLINK GROUP




image2.png




