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Adapting Technology ( Changing Lives

Project and Business Co-ordinator
	JOB TITLE: Delivery Project and Business Coordinator
 
	REPORTING TO: Head of Accessibility

	LOCATION: London  (EC1)
	DEPARTMENT: Accessibility Services

	DAYS PER WEEK:  5
	HOURS PER DAY: 7 (35 per week)

	FULL-TIME PERMANENT
	SALARY: Up to 30k


	Job Purpose: 
The day to day work of AbilityNet has much variation from providing in-depth consultancy of web/mobile websites and applications, wireframes, designs and software, by carrying out a combination of code reviews and testing with assistive technologies such as screen readers, to providing training workshops and seminars. 

You will be an integral part of a dedicated consultancy team working with many of our high profile clients. As the client facing representative of the renowned Accessibility Team, you will use your excellent organisational and communication skills to maintain & develop AbilityNet’s established reputation in the ICT accessibility field. 

You will support the delivery of Accessibility Services by managing resources and meeting customer demand. Planning services to be delivered against Projects and Service Level Agreements. Resource management will involve matching team members and expertise to meet delivery targets. 
You will be the first point of contact for internal sales day-to-day enquiries and working with the Head of Accessibility to ensure delivery is planned to meet targets against contracts and projects. 
You will take responsibility for the overall co-ordination of consultancy and projects including European Projects and financial tracking against projects.
You will have excellent and a proven understanding of Business Finance and invoicing administration

Accountabilities:
· To support the Head of Accessibility in planning incoming work to meet agreed customer targets by matching staffing skills and availability. 
· To liaise with the sales team to meet delivery and customer requirements.
· Working closely with the Head of Accessibility, the primary duties are to plan resources in order to manage and coordinate client deliverables (within agreed timelines, to client specification and within the necessary constraints)
· Coordinating the project “kick off” stage [when required] with the client in order to check the project specification and schedule
· Liaising with internal teams or external contractors / suppliers to ensure all the timelines of a project are met 
· Monitoring project progress (and providing client updates on progress – including discussion of any problem areas and proposed solutions)
· Reporting on delivery targets
· Reporting on project budgets 
· Working with Head of Accessibility to ensure financial tracking for all pieces of work delivered
· Managing and maintaining project documents in our central archiving system and updating on our central database
· Collating of monthly summary report for large projects
· Update and maintenance of the central project list
· Maintaining and updating department process maps
· General administration tasks for projects and the department as and when required
Candidate Skills:
· Strong communication skills at all levels, both internally and externally
· Strong business finance skills including invoicing
· A good knowledge of technology and understanding of accessibility  
· Ability to explain technical details to suit the needs of the client if required 
· A clear understanding of the need for AbilityNet to meet its required Service Level Agreements
· Ability to monitor quality and reporting in line with Service Level Agreements
· Able to pro-actively take queries and ideas forward to the Head of Accessibility
· Excellent planning skills and attention to detail
· Excellent project administration skills 
· Ability to manage own workload
· Excellent written and report writing skills 
· Excellent numeracy skills
Person Specification:
· At least two years project management and/or resource management experience
· To be self-motivated and proactive
· Good attention to detail
· High standard of numeracy

· Demonstrable problem solving skills

· Communicate effectively both verbally and in writing and with external stakeholders
· A team player who can develop and maintain strong relationships and gain the confidence of other professionals both internally and externally
· Good understanding of data delivery formats and experience of checking and verifying data 
· Able to be directive and pro-active and express calmness and patience under pressure

· Be available to travel within the UK and Europe as and when required by the business.
· Willingness to extend themselves beyond normal duties when required to take on additional practical tasks or responsibilities.
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