
 

 

 

ROLE PROFILE 
 
Job Title Project Coordinator - Atlantic Youth Creative Hubs 
Responsible to Strategic Funding Manager 
Responsible for N/A 
Contract Terms Full-time, fixed-term contract  Grade SO1 (points 29 - 30 only)  
 
Role  
To manage the effective delivery of an external funding contract (Atlantic Youth Creative Hubs - AYCH). 
The project will develop new approaches and interventions within Youth Services across the Atlantic Area, 
connecting people, ideas, skills, technologies and enterprises across a network of hubs the project will 
unlock the creative, entrepreneurial potential of young people (14-30) focussing on key themes such as 
innovation, co-creation of products, social entrepreneurship and employability. As a result, more young 
people will be able to pursue careers or education pathways in the Creative Sector. 
 
Remit 
 

1. To develop, in liaison with the Director of Development and Strategic Funding Manager, a suite of 
workshops, incubation programmes and outreach activities to support PCA students and young 
people across Plymouth to develop and prototype product and services, as well as pursuing 
pathways in creative education, training and/or employment. 

2. To conduct, where appropriate, a “Needs Analysis” with students/businesses/individuals and the 
wider members of the relevant target groups to establish their needs and signpost them to 
appropriate solutions within the project. 

3. To complete paperwork with employers/employees/participants to enrol them in project activities. 
4. To conduct regular review meetings with participants throughout the period of the project to 

support progression. 
5. To coordinate event and workshop delivery including registration, liaison with tutors, external 

experts and businesses (where appropriate). 
6. To support the coordination of AYCH Model research and development - how the creative 

industries can be used to engage young people and produce social and economic impact. 
7. To act as project coordinator for the external contract, meeting challenging targets and 

developing important employer links to support graduate employability, progression and 
employability. 

8. To represent the college, and deputise for the Director of Development and/or Strategic Funding 
Manager, during project management steering committee meetings with the contract holder/Lead 
Partner and funding body. 

9. To liaise with the Project Administrator to submit, in a timely manner, documents for monthly 
financial claim process.  

10. Undertake additional duties as may be reasonably required, commensurate with the level of 
responsibility. 

 
The College reserves the right to vary any contract of employment.  This is a description of the role as it is 
presently constituted.  It is our practice to review all roles and responsibilities regularly and update them 
where necessary to ensure that they are a true reflection of the role which is being done, or to incorporate 
changes where they are found to be inaccurate.   
 
This procedure is conducted jointly by the manager and the post-holder. You will therefore be expected to 
participate fully in such discussions with a view to reaching agreement on any changes felt to be necessary. 
If agreement is not possible, management reserves the right to insist on changes to your roles and 
responsibilities in line with your grade/level in the organisation, after consultation with you. 
 
Within the limitations set out in your contract, working hours are flexible and can be subject to variation 
depending on business need.  They may, for example, include weekends and evenings. 

  



   
 

 

 
Person Specification 
 
Essential Desirable 
Education/Qualifications and Experience 
Degree in relevant subject area or equivalent experience   Knowledge of business support and 

incubation 

Experience in EU project coordination Project Management qualification 

Experience of multi-partner project working Proficiency in French, Spanish or 
Portuguese 

Skills and Knowledge  
Experience of EU project management and partnership 
working 

 

Experience of working with young people and the business 
community, ideally the creative sector 

 

Experience of attending external transnational meetings 
and representing the organisation. 

 

Excellent communication skills with both internal and 
external audiences 

 

Successful project management experience 
 

 

Specific Skills and Knowledge  
Understanding of the claims process and requirements for 
ERDF projects  

 

Personal Qualities 
Ability to work as an effective member of a team and 
independently  

 

Ability to work to deadlines  
College Commitments 
A commitment to Equality and Diversity, Safeguarding and 
Prevent and Health and Safety. 

 

General 
Ability to work some weekends and evenings as required  
Ability to travel internationally as required   

To hold a full driving license  
 

This role profile is current at the date shown below.  In consultation with you, it is liable to variation to 
reflect or anticipate changes in, or to, the College environment. 

 
Signed:  …….………………………………………                          Date:…………..……………… 

             (Employee) 


