USING CREATIVITY TO
PROJECT COORDINATOR - APPLICATION GUIDANCE EXPLORE, EDUCATE & EMPOWER

Please apply online via: Unique Voice Application Form

All applicants must complete our standard online application form, which asks for your full education and
work history in line with our safer recruitment process. You'll also need to provide two professional referees,

including your most recent employer. Please note, we do not accept CVs as a form of application.

Alongside your application form, we ask you to submit a personal statement — either in writing or as a short
video — to help us learn more about you and how you align with the Project Coordinator role and Unique

Voice's values.

You can choose to submit your statement in written form (around 500 words) or as a short video (3-5 minutes)

whichever feels most natural for you, this can be uploaded into our application form, or sent to us via email.

Personal Statement (written or video)

Focus on telling us:

¢ Why Unique Voice? What draws you to our work and values — Compassion, Creativity, Curiosity,
Collaboration, and Change?

* Your Experience: Examples of projects you've coordinated or supported, especially where you planned,
organised, or worked with different people.

* Your Skills: How you communicate, stay organised, use tools like spreadsheets or software, and adapt to
challenges.

¢ Your Approach: What motivates you, and how your values shape the way you work.

Tips

* Be yourself — we value authenticity over polish.
¢ Use real examples that show how your approach to work.

e Connect your story to our values and the difference you want to make.

Please see our Role Responsibilities and Required Skills Matrix at the bottom of this document.


https://forms.gle/8SBejVvA1V9AEw1YA

Interview and Assessment Process

At Unique Voice, we aim to make our recruitment process fair, engaging, and reflective of the creative and
collaborative environment we work in. Our interviews are designed to help us get to know you — your skills,
approach, and connection to our values — while giving you a genuine feel for what it's like to be part of our

team.

Closing Date: Friday 14th November
Please note, if we receive sufficient applications prior to the closing date, we may close applications early — so

we encourage you to complete your application as soon as possible.

Stage 1: First Interview (Online, Week Commencing 17th November)

The first interview will be conducted online and will last up to 45 minutes. This stage does not require any
preparation work and is an opportunity for us to learn more about you and explore your application in greater
depth. We'll discuss your experience, skills, and motivations, and you'll have the chance to ask us questions

about the role and our organisation.
Focus areas:

e Experience coordinating and supporting projects

e Communication and relationship-building skills

¢ Problem-solving and adaptability

e Alignment with Unique Voice's values — Compassion, Creativity, Curiosity, Collaboration, and Change

Stage 2: Second Interview (In-Person, Week Commencing 1st December)

The second interview will take place in person and last up to 60 minutes. It will involve a number of short,
role-related tasks to be completed ahead of the interview, as well as a short presentation to be shared with
the interview panel. This stage allows us to see how you approach planning, communication, and creative

problem-solving in practice.
Tasks may include:

® Project Planning Exercise - creating a simple project plan or timeline based on a brief
e Communication Task - writing or role-playing a short professional email or message
¢ Spreadsheet Task - creating a simple tracker to demonstrate organisational and digital skills

These exercises help us understand how you plan, communicate, and organise your work in a real-world

context.



Start Date: December 2025
¢ Online training to begin week commencing 15th December
® In-person visits to our community provision on 22nd and 23rd December

e Full-time start January 2026.

Safeguarding and Safer Recruitment

Unique Voice is committed to safeguarding children and young people. All staff are expected to uphold the

highest standards of professional conduct and child protection.

If shortlisted for an interview, you will be required to complete a Pre-Interview Disclosure and declaration with

regard to criminal convictions.

The successful candidate will be required to complete our full Safer Recruitment process alongside an

Enhanced DBS check prior to appointment.

Equality, Diversity & Inclusion

Unique Voice is committed to building a diverse and inclusive team. We welcome applications from people of
all backgrounds, abilities, and lived experiences. We are happy to discuss adjustments or alternative formats

to support your application.

Our Approach

We want all candidates to feel comfortable and supported throughout the process. If you require any
adjustments or alternative formats to support your application or interview, please let us know — we'll be

happy to help.

We look forward to receiving your application to join our organisation, if you would like to
discuss the job opportunity or anything about our application process, please contact the
team on.

Email: theoffice@uniquevoice.org

Phone: 0117 428 6240



Project Coordinator

Role Responsibilities and Required Skills Matrix

Key Responsibility Area

Main Responsibilities

Skills & Experience Required

Project Planning & Delivery

e Lead coordination of multiple
projects through full lifecycle
(planning to evaluation).

* Work to detailed project plans
including milestones, budgets, and
risks.

* Monitor and manage budgets,
ensuring financial accountability.

® Conduct risk assessments and
implement mitigation strategies.

* Manage schedules, logistics, and
resources to deliver on time and to
standard.

® Support project evaluation and
reporting processes.

* Proven experience managing
multi-phase projects.
e Strong project coordination
and organisational skills.
e Financial literacy and
experience with budget
tracking.
e Ability to anticipate challenges
and problem-solve effectively.
e Strong attention to detail and
ability to meet tight deadlines.

Strong administrative skills, with
proficiency in using
spreadsheets and databases,
alongside the ability to quickly
learn and adapt to new digital
tools and systems.

People & Team Management

e Coordinate and support project
teams, freelancers, and volunteers.

e Support recruitment processes and
onboarding of staff.

¢ Ensure clear communication,
accountability, and role clarity within
teams.

® Proven ability to manage diverse
teams and freelance staff.

e Strong interpersonal and
leadership skills.

¢ Confident communicator who
can build positive working
relationships.

Stakeholder & Partnership
Management

® Maintain strong, professional
relationships with schools, community
partners, and funders.

e Communicate project progress,
updates, and outcomes to
stakeholders.

® Represent Unique Voice
professionally in all external
engagements.

¢ Excellent communication and
relationship-building skills.

® Experience working with
external partners and clients.

¢ Professional, confident, and
collaborative approach.




Operational Coordination

* Work closely with Operations
Manager to ensure effective delivery
alignment.

e |dentify and implement process
improvements.

e Support cross-team communication
and planning.

* Maintain accurate documentation
and data records.

e Strong administrative and
coordination abilities.

¢ Confident using project
management tools and systems.
¢ Analytical mindset with an eye
for efficiency and process
improvement.

Creative & Community
Delivery Support

 Support delivery of creative
educational and community
programmes.

* Assist with logistics for events,
workshops, and performances.

* Ensure all projects align with Unique

Voice's values and social impact goals.

® [nterest or experience in
creative arts, education, or non-
profit work.

¢ Understanding of community
engagement and youth
development.

® Passion for creativity,
compassion, and social impact.

Monitoring, Evaluation &
Reporting

¢ Support data collection and impact
measurement.

® Prepare project reports and
evaluations for internal and external
audiences.

¢ Use insights to improve future
project design.

e Strong written communication
and reporting skills.

¢ Experience with monitoring and
evaluation tools.

e Attention to accuracy and
outcome-based thinking.

Flexibility & Adaptability

* Work flexibly to meet project
demands (occasional evenings/
weekends).

* Travel to project sites and events as
required.

® Maintain composure under pressure
and adapt to changing priorities.

* Resilience, adaptability, and
calmness under pressure.

e Self-motivated, proactive, and
dependable.

e Full UK driving licence and
access to a vehicle.

Summary of Core Skills

Essential:

Project coordination, budgeting, stakeholder communication, risk management, organisation,

administration, time management, team coordination, and independent decision-making.

Desirable:

Experience in creative arts, education, or non-profit sectors; safeguarding and GDPR awareness;

proficiency with Mac-based software and project management tools.




