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WOMEN’S CENTRE DERRY 
Beibhinn House 

5 Guildhall Street 
Derry 

 
JOB DESCRIPTION 

 
 

Job Title:  EMPLOYMENT PROJECT CO-ORDINATOR 
                                  
Responsible to: Centre Director 
 
Duration:  Until 31st March 2022 
 
Hours:   35 per week  
 
 
 

Purpose of the Post 
Lead the ESF project team to deliver employment opportunities, jobs, vocationally-
related qualifications, support, mentoring and tuition for unemployed and economically 
inactive participants seeking a return to the labour market.  Lead the project team in the 
recruitment, delivery, marketing, resource development, quality assurance and 
accreditation functions of the employment programmes.  Liaise with the Centre Director 
to develop, plan and implement the PROSPER 3 programmes. 

 
JOB ROLE (ESF PROSPER 3 Project) 
 
Direct engagement with participants, tutors and project team to ensure high Quality 
Assurance standards are maintained, liaising with employers   and participants to ensure 
job opportunities information is current and relevant to the project participants, 
maintain links with FE to progress participants into further education 

 
MAIN TASKS 

1. Co-ordinate day-to-day delivery of the employment project 
2. Liaise with employers, participants and project team to ensure that job 

opportunities information is current and relevant 
3. Liaise with participants and further education providers to ensure that 

progression opportunities are identified and that participants supported to 
remain engaged in skills development. 

4. Liaise with external examining bodies, participants and staff team to ensure the 
effective delivery of the project activities 

5. Ensure that quality assurance procedures are maintained, and improved to 
deliver best possible outcomes for participants. 

6. Liaise with the Centre Director on tutor procurement activities as required. 
7. Promote the employment programme working directly with participants and the 

project team to ensure that “hard to reach” learners are aware of the 
opportunities to participate in the project. 
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8. Work with participants and project team to agree and record individual learning 
plans/progression plans offering support and guidance as necessary. 

9. Work with participants and project staff to ensure that regular reviews with 
participants are carried out and recorded. 

10. Work with participants, the project team, the Centre Director and the project 
partners to develop and improve the project delivery. 

11. Co-ordinate the collection, presentation and referencing of participant 
performance evidence in preparation for internal and external verification. 

12. Co-ordinate the collection, presentation and referencing of project performance 
evidence in preparation for external inspections. 

13. Work with participants, tutors and project team to complete and submit 
relevant documentation to awarding bodies, ensuring participants receive 
certificates of achievement without undue delay. 

14. Work with participants and project staff to evaluate and monitor the 
employment programmes outcomes and results.  

15. Participate in relevant training events and development opportunities to 
maintain project quality and performance. 

16. Meet regularly for supervision and appraisal acting on any recommendations in 
order to ensure PROSPER 3 targets and outcomes are met throughout the 
employment project programmes. 
 
GENERAL 

17 Co-ordinate project team meetings, attend staff meetings, supervision & 
appraisal. 

18 Make written management reports to the Centre Director  
19 Maintain timesheets  
20 Holidays and TOIL will be negotiated with the Finance Administration Co-

ordinator to ensure adequate cover for the running of the project. 
21 No alteration to this job description shall be made without the consent of the 

worker 
22 In the event of any dispute between the worker and Women’s Centre, Derry the 

procedures outlined in your Terms and Conditions of Employment will be 
followed. 

23 No job description can cover all aspects of your employment therefore you may 
be required to undertake other tasks from time to time in furtherance of the 
interests of the Women’s Centre. 
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