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Job Description
Job title: City Network Coordinator
Hours: 21 hrs (3 days) per week
Contract: 12 months, fixed term (possibility to extend subject to funding)
Working pattern: Part-time, flexible across the week
Salary: £36,050 per annum (pro rata £21,630) 
Reports to: Development Manager

Role Purpose
The post holder will carry out the development, coordination and facilitation of the City of London VCS network.
This includes convening network meetings, facilitating organisational development support, supporting members to take collective action, and increasing the VCS’s connection to the City of London Corporation, business community, funders, health partners and other key stakeholders.

Key Responsibilities
1. Outreach and engagement 
· Build strong relationships with existing and emerging voluntary and community organisations operating in the City.
· Actively identify and engage organisations to ensure a diverse and representative network, that includes organisations that are new, early stage, and/or not yet accessing City support structures.
· Develop and maintain partnerships with businesses, cultural institutions, faith groups and others to champion and resource the VCS.
· Meet and understand the needs of smaller grassroots groups and ensure they have practical access into City networks, funding, and support.



2. Network coordination and facilitation
· Organise, lead, and facilitate regular meetings of the City VCS Network, ensuring that meetings are purposeful, action-focused and accessible to the full breadth of organisations.
· Develop an annual work plan with network members reflecting their priorities and aligned with wider system goals.
· Maintain accurate membership records and support ongoing engagement.
· Enable links between the City VCS Network and other City and Hackney VCS networks and forums to share learning and increase collaboration.
· Support connections into Neighbourhood Forums and City and Hackney health and care structures where relevant.
· Attend relevant wider networking events in the City and elsewhere.

3. Facilitating capacity building and support
· Work closely with the Development Manager and Development Coordinator to plan and deliver a training package and resources tailored to identified VCS needs.
· Refer organisations to the Development Coordinator for organisational development advice.
· Maintain clear handover and follow-up processes to ensure the referral system is effective.
· Promote training opportunities and book external training, both for individual VCS organisations and for group training sessions.
· Organise an in-person event, for funders to meet City VCS organisations.
· Connect organisations into Hackney Giving grant or in-kind support opportunities where appropriate.
· Use information gathered from groups about challenges to inform service design.
4. Communications
· Coordinate regular communications to City VCS organisations via email, newsletters, social media and our website.
· Share information about funding opportunities, training and development offers and relevant policy developments.
· Produce meeting summaries, action notes and ensure follow-up.

5. Monitoring and evaluation
· Collect and record data on participation, engagement and feedback.
· Track outputs, outcomes and learning as outlined in the monitoring framework for City network funding.
· Contribute to timely monitoring and project reports for internal and external audiences.
· Use insights from the network to inform future programme development.
· Attend programme monitoring meetings with officers from the City of London Corporation.

6. Equity, diversity and inclusion
· Promote equity, diversity, inclusion and anti-racist practice in all aspects of outreach, engagement and support.
· Ensure network membership and participation reflects the diversity of City communities.
· Identify and remove barriers to engagement, particularly for groups led by and serving underrepresented communities.

7. General
· Work in accordance with Hackney CVS’s policies and procedures.
· Maintain high standards of information governance, data handling and storage in line with GDPR to mitigate risks related to data protection and cyber security.
· Work flexibly as part of Hackney CVS staff team, attending meetings, liaising and interacting with team members and making a positive contribution to the organisation.
· Work on a regular, weekly basis from the City of London.
· Work collaboratively across Hackney CVS to align activities and avoid duplication.
· Attend Neighbourhood and other cross-sector partnership meetings where relevant to integrate the City VCS into shared structures.
· Work occasional evenings and weekends as required for meetings and other functions.

Person Specification
· Experience working in or with voluntary and community organisations.
· Experience coordinating networks, partnerships or community programmes.
· Strong understanding of community engagement, collaboration and partnership working.
· Knowledge of the City of London or willingness to rapidly develop insight into its needs, communities and structures.
· Awareness of inequalities, inclusion and the barriers faced by marginalised groups.
· Skilled at facilitating inclusive, purposeful meetings, workshops and peer-learning spaces.
· Strong communication and interpersonal skills, with the ability to engage with stakeholders across the VCS, public sector, business and other sectors.
· Ability to manage multiple priorities and deliver activities to deadlines.
· Experience of monitoring and evaluation, including maintaining accurate data, developing work plans, tracking outcomes and producing clear reports.
· Understanding of GDPR and good practice in managing and storing data securely.
· Commitment to continuous improvement, reflective practice and evidencing impact to strengthen future service delivery.
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