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We are not an arm of the state; we have arms of our own!
21 Yoakley Road

London N16 0BH

0208 800 7509

info@penandy.co.uk
www.independentaction.net 
Coalition Co-ordinator
Job Details
The Coalition

The National Coalition for Independent Action (NCIA) is built around the belief that a defining feature of our democratic society is in danger - our freedom to join with others in independent voluntary and community (VC) activities. This danger emanates from two sources – the increasing co-option of voluntary action by the state, along with private sector values and methods; and the often supine and bewildered response of VC groups. Our primary purpose is to expose these dangers and to encourage those involved in voluntary action to defend their autonomy and self-determination.

Failure to defend our ‘ungoverned space’ will have crucial and damaging implications for the development of civil society, the health of democracy, the defence of civil liberty, the pursuit of social justice, and our collective ability to hold the state and other powerful interests to account – for these are the core purposes of an independent voluntary and community sector.
We are alone amongst the national organisations working in the voluntary and community sector, in that we describe the issues involved as political, ideological, and demanding of action. We ‘speak truth to power’, we practice what we preach and do not shy away from dissent and differences. 

How we work

The Coalition involves a wide range and number of people in its work. Some of these will be paid as staff, some as consultants, others will be working as volunteers and activists. In the way we work together we reject conventional ‘command-and-control’ models, and aim to remain light on our feet by adopting flexible, non-bureaucratic and non-hierarchical ways of working. All those who contribute to the work of the Coalition are regarded as colleagues and peers and are encouraged to take as much responsibility within the Coalition as they wish. We aim to create working relationships founded on mutual respect and trust and which provide the basis for individual responsibility and initiative. We want people to feel confident about their role and comfortable with their colleagues. Where leadership is required we want it to be exerted modestly by example, rather than aggressively by demand. We try to provide a clear vision for what we are trying to achieve and how we go about our work, and to generate an atmosphere of enjoyment and satisfaction for everyone involved.
The Coalition is registered as a Community Interest Company. There are 8 Directors of the Company, who, meeting as a Board, are responsible for the legal and formal governance of our affairs, chiefly the holding and spending of money, staying legal, and fulfilling the duties and responsibilities of an employer.

In addition to the Board, we are supported by a Planning Group (about 25 members) and a Coalition Assembly (currently 105 members). The Planning Group meets about every 2 months and is a decision making body. It is concerned with the strategic direction of the Coalition and the operational issues that arise from running a campaign. The Assembly is a reference point and sounding board for the Coalition and provides opportunities for activists and supporters to meet one another, network and debate. The Assembly is not a decision making body but provides a valuable steer to the Planning Group and Board. The Assembly meets 3-4 times a year.
The post

This post of Co-ordinator is the first staff post created by the Coalition. It is offered as a one-year fixed term contract, with the option of renewal for a further year. Beyond two years, the future of this post will depend on the demands of the Coalition at that time and the availability of funding to support it.
The salary available is £30,000 per year pro rata, and we can afford to recruit up to 4 days a week (i.e. the salary for a 4 day week will be £24,000 p.a.). We will consider applications for less than 4 days a week and, if successful, the salary will be adjusted accordingly.
The postholder will be an employee of the Coalition. S/he may either work from home/their own office, or be hosted by a supporter organisation, who will offer desk space, office facilities and some payroll and human resources support.
The Coalition is currently fundraising for the resources to appoint to two further posts (on a basis comparable to that of Co-ordinator): one concerned with the development of and interchange between policy and practice, and the other concerned with our support to local development work. If and when these posts are created and filled, all Coalition staff will be expected to work closely together, as peers and as a team. 

The Co-ordinator, and any other posts, will be supported and supervised by a Lead Director, and both will be responsible to the CIC Board for the proper doing of their jobs.
Job description

The range of activities and responsibilities listed below is wide and complex. We may be unrealistic in expecting that one person will be able to do all of this. In that case, we will need to talk through what other arrangements might be possible to take care of these things (training, handing the responsibility to someone else, putting some things on hold, etc.).
Campaign profile and development
· Keep up to date with issues and developments of relevance to the Coalition and its work

· Play a leading role in determining the political direction of the Coalition, the development of its policies and positions and the strategic implications for the future work of the Coalition
· Represent and promote the Coalition to the outside world

· Oversee and develop the Coalition’s communications strategy and undertake some media work directly

· In other ways be involved in pushing for the changes that the Coalition exists to pursue, for example articles, actions, events.
· Take the lead or assist, as appropriate, (with the Directors) in fundraising for the resources needed by the Coalition for its work

· Monitor the different aspects of the Coalition’s work and (with others) evaluate the impact and effectiveness of the campaign
Project development and involvement
· Be involved, with others, in planning, consulting on, testing the feasibility of, and preparing specifications for specific projects of the Coalition

· Be involved directly, again with others, in undertaking project work, as agreed with the Board

· Where not directly involved in project work, assist with the implementation, co-ordination and management of projects being undertaken by others

General co-ordination, office management & administration

· Maintain contact lists and the Coalition databases

· Respond to queries, approaches and on-going exchanges with supporters and others

· Maintain the Coalition website and be responsible for IT development (with our IT consultant)

· Maintain office systems in good order and develop new ones as needed

· Service the Coalition’s Community Interest Company and the Board of Directors, ensuring that we stay legal
· Prepare and submit annual accounts, annual company report and Corporation Tax return

· Pay bills and expenses, keep the Coalition books, regularly report on the finances to the CIC Directors

· Service and support the other elements of the Coalition’s structure, namely the Planning Group and the Assembly

· Encourage and support volunteer involvement in the work of the Coalition

· Regularly report on issues and progress with co-ordination of the Coalition and suggest improvements wherever possible

· Meet regularly with the Lead Director

Review and revision

The work of the postholder will be reviewed by the Board before the end of the first 6 months of the contract and confirmation in post will depend on the successful outcome of that process. This review will also provide the opportunity to revisit this job description and revise it as appropriate.

Person specification

This is a complex and demanding job and will involve a wide range of high-order skills as well as a willingness and ability to do simple administrative tasks, as is the norm with small voluntary organisations like the Coalition.  Amongst the attitudes, skills, knowledge and experience we are looking for is:

· A sound understanding of the reasons why the Coalition has been set up and a personal  commitment to its work

· Good knowledge of the UK voluntary and community sector and the issues affecting its history and future development

· Political acumen and the ability to think and act tactically

· Experience of ‘Coalition-type work’ – for example, being active in fighting for social justice, safeguarding progressive management styles or regimes, defending independence, influencing policy or practice, challenging those in positions of power such as funders or public bodies
· Organising skills and the ability to deal with a number of things at the same time; to choose between and manage competing priorities; 
· Good skills in personal relationships and communication; negotiation and group work skills

· Good speaking and writing skills

· The ability to exercise leadership, modestly by example

· The ability to handle conflict and to see dissent as a positive and creative force

· Facilitation and problem solving skills 
· The ability to create and maintain a good atmosphere, with individuals and groups – enthusing others, being positive, calming anxieties, fostering mutual care, respect and trust

· Flexibility and the best kind of opportunism to take chances when they appear

· The ability to balance formality with informality in a working environment in ways that gets the best from the people involved and for the organisation

· Being able to use and draw on the skills, knowledge and experience of others and be able to delegate to others to use these things to the benefit of the Coalition
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