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	Job Title:
	Community Garden Coordinator


	Location:
	Baker Avenue, Stratford upon Avon


	Hours:

Contract: 
	22.5 Hours per week (3 days: Thurs - Sat)

12-month Fixed Term 



	Salary:
	£22,000 FTE (pro rata) 



	Annual Leave:
	17 days per annum (including 6 days over Christmas/New Year)



	Reporting to:
	Chief Executive Officer



	Main Purpose of Job
	A. To work with the local community and partners to design, develop and maintain a Community Garden and growing project at the Baker Ave site

B. To identify and manage volunteers and partners in the creation of an exciting and engaging programme of projects at the site
C. To lead on gardening and grounds maintenance activities
D. To deliver horticultural training programmes (local and accredited)

E. To assist minor site and building maintenance to ensure an efficient and safe environment for users of the buildings and grounds.

F. To maintain a clear and tidy site free from litter and dogs mess.



JOB DESCRIPTION
KEY ACCOUNTABILITIES

1. To oversee the design, development and maintenance of the Baker Ave Community Garden as a community asset.
2. Deliver a wide-ranging volunteering programme of practical, environmental and wildlife gardening activities & workshops.
3. To engage with, encourage and enthuse volunteers to support the project, creating a volunteer work programme, volunteer job descriptions and objectives. Where appropriate identifying training needs of volunteers and devise appropriate training / support sessions to fulfil these needs.

4. Manage and lead volunteers taking part in projects, including groups of vulnerable adults, children and young people, community groups, business volunteers and CSR groups.

5. To lead on and manage volunteers in the undertaking of outside duties, for example site clearance, grounds and garden maintenance, clearance of drains and gullies, general tidying, leaf & snow clearance, etc.

6. Improving standards of basic horticultural practice across the site with a view to developing wildlife friendly horticultural practices wherever possible.

7. Lead public consultation and community outreach projects using a variety of techniques to enable and facilitate community participation for people of all ages and backgrounds.
8. Initiate and support project steering groups, resolve conflicts of interest, build consensus and keep communities informed of project progress, through emails, newsletters, websites and various social media networks.

9. Identify, build relationships and liaise with appropriate stakeholders from local authorities, local charities, schools, youth agencies, businesses and local communities to ensure a co-ordinated and multi-agency approach to the delivery of the work programme.

10. To be fully aware of and to comply with all management instructions and procedures relating to Health and Safety at Work and to recognise the responsibilities required under the Health and Safety at Work, etc. Act 1974.

11. To conduct and reviewing risk assessments as required.

12. Effectively manage a varied workload, ensuring all environmental projects are well planned, remain within budget, outputs are achieved and milestones met, through efficient project management.

13. Where necessary, submit financial claims and provide verbal and written reports to funders.

14. To maintain confidentiality.

15. To participate in training and other learning activities and performance development as required.
Other Duties 

To carry out other duties that may be required as part of the Team Springboard CIC staff team. 

Equal Opportunities

Our organisation is fully committed to the active promotion of equal opportunities & diversity as an employer and in the provision of all its services. It is the responsibility of every member of staff to ensure the practical application of this policy.

Health and Safety

To fulfil Health & Safety responsibilities by adhering to the requirements of Team Springboard CIC’s Health & Safety policy & Health & Safety management plans.
PERSON SPECIFICATION  

An enhanced Disclosure & Barring Check (DBS) clearance is an essential requirement

The ideal candidate will have: 

Experience

1. Experience of working in, developing and delivering community garden projects that have environmental development themes, such as plant & food growing, urban wildlife gardening.

2. Demonstrable experience of successful project planning from idea, through implementation to completion.

3. A minimum two years horticultural experience with good technical knowledge of plants, tools, horticultural processes and strong plant identification skills.

4. An understanding of how to promote projects/programmes and evidence of working with print and online social media. 

5. An extensive experience of working with and supervising volunteers including an ability to teach volunteers by example in the principles of good horticultural practice.

6. An understanding of how community-based organisation work and previous experience of working for, or participating in, a community-based organisation.

7. Experience of working with disadvantage groups/individuals and or/ children.

8. Experience of managing budgets and delivering projects on time and to budget.

9. Ability to manage and plan your own work load.

Skills

1. Genuinely excited and passionate about working with communities around (one or more of the following) food growing, gardening for wildlife, conservation, organic gardening, plants and is keen to communicate this enthusiasm to as wide an audience as possible.

2. Ability to work on your own initiative and to an agreed action plan.

3. Able to work with people of all ages, backgrounds and abilities.

4. Ability and willingness to engage in teamwork with staff at all levels.

5. Ability to respond calmly to emergencies

6. Working knowledge of health and safety procedures and regulations, eg COSHH

7. Willingness to further your own skills through professional development and training.

8. Reliable and organised.

9. Friendly and approachable.

10. Excellent IT skills, particularly Microsoft Excel, Word and PowerPoint. 

11. Proactive and self-motivated

12. Willing to work flexible hours which may include some weekends.

13. Qualified First Aider or willing to acquire this qualification.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  

14. Good interpersonal and written / verbal communication skills
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