
 
 
Vacancy 
We are seeking applications for the role of Project Coordinator – Riverside House Creative 
Innovation Project 
 
About the role 
This is a fixed term part-time contract 18 Months 
Working hours: 2 x 7.5 hour day (15 hours a week) 
Holiday Pattern: 12 days holiday a year (pro-rata) 
Salary: £9,600 2 days a week pro-rata of £24,000 PA FTE 
 
Riverside House  

Is a community not for profit organisation which delivers a range of engagement provision 

aimed at participatory team building and personal development work carried out towards the 

development of the Riverside House heritage site. Riverside House is a particularly beautiful 

and ecologically diverse site in the historic heart of Stourbridge. This derelict, early 19th 

Century, ironworks, was part of a conglomerate that was amongst the largest in the UK. Over 

the next several years it will be transformed into a heritage centre with gardens, restaurant, 

crafts shop, woodland and workshops, but also a place where people feel included and 

bespoke opportunities are provided. 

 

This is a perfect environment that caters for the needs of a wide range of individuals to engage 

in practical skills activities through the actual conservation and preservation of the Riverside 

House estate. Practical skills have a proven efficacy in providing outcomes such as 

improvements in well-being, self-esteem, social inclusivity and physical health. 

 
Riverside house includes a Community Interest Company which is a particular type of 
company designed for social enterprises that want to use their profits and assets for the 
public good. The CIC will largely be delivering the activities and events on a site that will be 
run by a charity responsible for the restoration and management of the heritage and ecology, 
making it available for public benefit 
 
Purpose of the role 
Riverside House has undertaken a project to deliver an 18month programme of grant funded 
development which brings together key stakeholder partnerships with Birmingham & Black 
Country Wildlife Trust, Salmon in the Stour and other associated project organisations. As 
part of this programme the areas of Ecology, Craft and Art will be developed.  
 
 
 



Project Coordinator 
The role will align to a wider team focused on development of the historic Riverside 
House(RH) site into a cultural, social community space promoting its ecology and heritage 
through participatory creative activities. We will achieve this by empowering different groups 
of people to engage in the transformation of the site and the realisation of the objectives, 
supporting a wide demographic, reaching a range of communities and inter-faith groups with 
a specific focus on marginalised individuals by encouraging them to become active 
practitioners and beneficiaries of our shared vision. Having achieved the first phase of 
securing and clearing the site, in this fund we are asking for support to develop the 
partnerships and deliver activities, engaging of people in three areas: Ecology, Craft & Arts. 
 
Main Duties and Responsibilities 
Reporting to the Riverside House directors who will manage overall project delivery you will: 
  

• Undertake development work for the project to meet the aims and objectives of the 
project and funding compliance 

• Coordinate the day to day activities 

• Monitor staff and volunteer input to the project aims and objectives 

• Build and maintain networks of key stakeholder partners in line with the wider 
partnerships of Riverside House (RH) 

• Monitor and report through regular meetings with senior management the budget 
allocations 

• Attend the RH site on a day to day basis and other locations for meetings and 
outside activity relating to the project delivery and role as and when required. Some 
evening and weekend work may be required within this role. 

• Ensure effective planning, implementation and evaluation of projects and initiatives 
within both the Service Plan and plans of RH strategic plans, as applicable 

• Contribute to overall project and other project leaders and managers in team 
meetings and through email correspondence and production of reports 

• Any other duties and responsibilities within the range of the salary /grade 
 
The post holder must comply with health and safety policy and in particular is required: 

• To take reasonable care for their own health and safety at work and of those who 
may be affected by their actions or by their omissions 

• To cooperate with their line manager and senior management, to work safely, to 
comply with health and safety instructions and information and undertake 
appropriate health and safety training as required 

• Not to intentionally or recklessly interfere with or misuse anything provided in the 
interests of health, safety and welfare 

• To report to their manager any health and safety concerns, hazardous condition or 
defect in the health and safety arrangement 

 
Any further Health and Safety responsibilities relevant to this post will be set out in the offer 
letter and Written Statement of Particulars upon commencement of employment. 
 
 



The post holder must comply with the Inter-agency procedures of the Safeguarding policies 
for safeguarding children and safeguarding vulnerable adults and in particular is required: 

 

• To ensure they are aware of the signs that may suggest a child or vulnerable adult is 
being abused or neglected. 

• To report to their manager, or other appropriate manager, any concerns they may 
have that suggest that a child or vulnerable adult may be being abused or neglected 
immediately. 

• Any further Safeguarding Board responsibilities relevant to this post will be set out in 
the offer letter and Written Statement of Particulars. 

• Post holders will be accountable for carrying out all duties and responsibilities with 
due regard to RH Equal Opportunities Policy. 

• Duties which include processing of any personal data must be undertaken within the 
corporate data protection guidelines. 

 
About the candidate 

• You will have a track record working with special education needs in a specialist 
learning environment. 

• Clients within a specialist education environment. 

• Must have a good awareness of compliance – health and safety/assessing risk and other 
statutory requirements. 

• Be willing to undergo training into a human resources role and a rudimentary awareness of 
staffing and recruitment. 

• Excellent admin skills within a team and ability to work on own initiative 
• This role may also involve working outside of normal working hours and can involve working 

some evenings and weekends – must be willing to work flexible hours. 
• Demonstrate good hands-on practical skills and able to work outdoors as part of the regular 

working conditions on site at Riverside House.   
 
Line Management 
Responsible for: No management responsibilities  
 
Reporting to: Riverside House Directorate 
 
Date Reviewed: August 31st 2019 
 
 
Applications must be made via email to lloyd.stacey@riverside-house.org.uk 
By 25th October by 23:59 
 
Successful candidates will be notified by invitation to interview within 1 week of the closing 
date. 
 

mailto:lloyd.stacey@riverside-house.org.uk

