SHEBEEN Co-ordinator 

Job description
Summary of project.   SHEBEEN (Sheffield Black and Ethnic Minority Environmental Network) will continue to develop and lead community based environmental activity within Sheffield and district BME communities.  Activities can include landscaping, waste minimisation, re-use and recycling, composting, energy conservation and generation, environmental education and training, transport and travel, health, food production and consumption, green tourism, access to the countryside, green space management, arts and culture, ethical trading and other development issues. 

SHEBEEN was founded by Sheffield Positive Action Training Consortium (SPAT-C) and Heeley City Farm in 2001.  3 year funding was awarded in April 2006 by the Big Lottery.

Purpose of job: To lead and co-ordinate SHEBEEN (Sheffield Black & Ethnic Minority Environmental Project)

Salary: National Joint Council Salary Agreement Scale SO1, at present £25,020 per annum pro rata plus 8% employers pension contribution

Hours: 22 hours per week

Responsible to: The Chair of SHEBEEN Management Committee/Board of Trustees

Length of Contract: Initially to June 2008
Location:  A newly established office in the SYAC Centre, 120 The Wicker, Sheffield where many other BME organisations are based.  The office is accessible to people in wheelchairs.

Specific tasks

1. To support members of BME communities involvement in environmental activity and projects

2. To support and develop BME communities-led environmental projects

3. To encourage and support partnership working between environmental projects and BME communities and projects

4. To provide line management for staff as agreed with the Chair of SHEBEEN Management Committee/Board of Trustees

5. To oversee the financial management, monitoring, evaluation and reporting systems of SHEBEEN

6. To continue to develop the SHEBEEN fundraising strategy.

7. To serve as an ambassador for SHEBEEN to the community at large.

8. To carry out other tasks as agreed with the Chair of SHEBEEN Management Committee/Board of Trustees

Person Specification

	Education and Skills
	Essential
	Desirable

	To have a relevant qualification or at least three years experience of managing people and resources (including finances) in a small organisation.
	(
	

	At least three years experience of project management in relation to community and/or environmental matters.
	(
	

	At least two years experience of working in BME communities.
	(
	

	A high level of verbal and written communication skills including the preparation of reports to funders and stakeholders.
	(
	

	Experience
	Essential
	Desirable

	At least two years experience of working in a developmental role in BME communities.
	(
	

	At least two years experience in the environmental sector.
	(
	

	A proven track record of fund-raising relevant to the work of this project.
	(
	

	Other attributes & knowledge
	Essential
	Desirable

	Capable of developing good network connections in Sheffield and district in relation to environmental and BME communities of interest.
	(
	

	The ability to prioritise work and to manage time
	(
	

	A strong team-working ethos and an ability to adapt to changing circumstances.
	(
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