Brief for organisations/individuals to provide external supervision/support to UK Cohousing Network Coordinator

The UK Cohousing Network is in the process of recruiting its first full time coordinator – a post funded by the Tudor Trust. The coordinator will have some support from a project officer employed on a freelance contract who has been in post for some time. They will also have some support from a designated member of the board. However, the postholder will be working from home and is likely to be geographically distant from both the project officer and the lead board member. They will be expected to drive forward the development of the organisation, working to achieve the agenda set by the board. 

We recognise that the post comes with significant challenges – as well as exciting opportunities and much scope for an individual to make a real impact in a field which is developing very fast. We therefore want to put a supervision and support structure in place which will help the appointee to make sense of a large agenda with multiple priorities in an environment with few resources, a geographically dispersed board and multiple other stakeholders. 

The job description and person specification are attached. Further information about cohousing and the coordinator post is available on our website.  

Interested organisations/individuals are invited to submit proposals for providing this support over a year. Please email proposals which include details of the qualifications and track record of the person/people who would provide this support to recruit@cohousing.org.uk  by 22 January 2012. An all inclusive fee of up to £4000 is available. 

For an informal discussion please contact Melanie Nock mel@laughtonlodge.org; 07903 168891. 

Network Coordinator

Job description 

Purpose of the post

.1. To develop and manage the information resources of the UK Cohousing Network to ensure that forming groups have access to effective support 

.2. To develop a programme of training and support events in conjunction with existing and forming groups

.3. To promote the concept of cohousing more widely

.4. To promote and research the social benefits of cohousing

.5. To support the board in achieving the objective of making cohousing a realistic option for anyone with a serious commitment to it regardless of their personal circumstances

.6. To develop new projects to promote and extend cohousing 

.7. To manage the website effectively including managing any contract for IT support

.8. To introduce an effective membership programme to engage existing and forming groups, interested third parties and individuals more closely in the Network’s activities

.9. To establish (through action research) the feasibility of generating sufficient operating resources through advertising/sponsorship/membership fees

.10. To introduce an annual conference/training/networking/AGM event

.11. To service and support the board

.12. To manage the work of the project officer and the IT contract

Specific duties

Development of cohousing

· Support the board in understanding and responding to policy developments and initiatives

· Attend, contribute to and report on the meetings of the Mutual Housing Group 

· Develop new projects to promote and extend cohousing

· Develop contacts with key potential collaborators including the media but also representative bodies operating in related fields

· Develop contacts with cohousing networks abroad

Website management

· Ensure that the website remains fit for purpose and arrange for it to be upgraded in line with new developments in technology as appropriate. Arrange for the development of other online platforms as appropriate. 

· Keep the site up to date and attractively presented

· Take lead responsibility for content

· Research advertising deals elsewhere; approach potential advertisers and sponsors

Information and resources

· Develop a system for accessing resources which distinguishes between those freely available to all and those only available to members/subscribers

· Consult with forming groups/individuals/media/policy makers about what information is needed, in what format and at what cost and develop/update/upgrade information accordingly including access to over the phone/livewebchat advice/information if a demand is established

· Maintain, update and develop the toolkit for forming groups

· Introduce a system for selling publications/dvds etc

· Research/Introduce additional features – forum, blog, gallery etc

· Produce a regular newsletter 

· Develop and organise a programme of training/workshop style events in conjunction with established and forming groups and external bodies as appropriate

Membership

· Introduce and promote membership in accordance with the agreed strategy

· Keep effective records

Annual event

· Support the board in the organisation and delivery of an annual cohousing AGM/event

· evaluate

Support for board

· organise board meetings (whether in person or by phone or weblink)

· draw up agenda in consultation with link board member

· support board in running elections

· support board in producing annual accounts, annual report and in meeting statutory obligations as a company

· take day to day responsibility for finances in consultation with treasurer/admin worker including monitoring budgets

Manage project officer and IT worker

· agree revised job description for project officer to include book keeping

· manage project officer

· manage IT contract

Other

· Any other duties as may reasonably be requested

Responsible to

Designated board member – as primary accountability point

Supervisor – regular supervision/support/mentoring will be provided as agreed

Responsible for

Administrative support worker

IT contract

Terms and conditions

Salary £27000

Based at home

Fixed term 2 years renewable for further 6 months

Holiday 5.6 weeks inclusive of bank holidays

