Job Advert.
Community Projects & Support Officer
Location: Duffryn, Newport
Salary: £28,000–£30,000 per annum (pro rata)
Hours: 30 hours per week (50 weeks per year)
Contract: Permanent (subject to funding)
Duffryn Community Link is a long-standing charity working at the heart of the Duffryn community. We deliver a wide range of projects, services and activities that support local residents, strengthen community life, and improve wellbeing.
We are seeking a Community Projects & Support Officer to provide high-quality coordination and administrative support across our community programmes. This role is central to ensuring our projects run smoothly, are well-documented, and meet the needs of local people.

About the Role
The postholder will support the day-to-day delivery of community activities, help coordinate consultations and engagement, manage monitoring and reporting requirements for funders, and maintain strong administrative systems. The role also involves organising meetings and events, supporting small budgets, and working collaboratively with residents, volunteers, and partner agencies.
This is a varied and rewarding position suitable for someone with strong organisational skills, excellent attention to detail, and a commitment to community development.

Key Responsibilities
• Supporting the delivery of community projects, events, and workshops
• Coordinating consultations and gathering resident feedback
• Providing administrative and organisational support across the charity
• Preparing agendas, papers, and minutes for Board and partnership meetings
• Managing monitoring data and assisting with end-of-project and funder reports
• Raising purchase orders, processing invoices, and supporting project budgets
• Organising training, volunteer sessions, and community workshops
• Promoting activities through appropriate communication channels
• Building positive relationships with residents, partners, and local agencies



About You
Essential experience and skills:
• Experience in project coordination, administration, or community-based work
• Strong organisational and communication skills
• Ability to manage multiple tasks and meet deadlines
• Experience with monitoring, data collection, and reporting
• Competence with financial processes such as invoicing or small budget management
• Confident user of IT systems (Word, Excel, email, digital filing)
• Ability to work both independently and as part of a small team
Personal qualities:
• Professional, reliable, and adaptable
• Strong attention to detail
• Community-focused with a commitment to inclusion and fairness

How to Apply
Please contact paulaharris@duffryncomlink for a candidate pack
Closing date: 21st December 2025
Interviews: 7th January 2026
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1. Welcome Letter
Dear Applicant,
Thank you for your interest in the role of Community Projects & Support Officer at Duffryn Community Link.
We are a long-standing charity at the heart of the Duffryn community, committed to supporting local residents through a wide range of projects, services, and partnership initiatives. Our organisation continues to grow as the needs of the community evolve, and we are looking for a dedicated and professional individual to play a key role in our next stage of development.
This role is central to ensuring our projects are well-organised, effectively delivered, and accurately monitored. You will work closely with our Executive Officers, Board of Trustees, staff team, volunteers, and community partners. If you are organised, community-focused, and motivated by supporting meaningful local impact, we would be delighted to receive your application.
Thank you once again for your interest in joining our team.
We look forward to hearing from you.
Warm regards,
Duffryn Community Link

2. About Duffryn Community Link
Duffryn Community Link (DCL) is a charitable organisation serving the Duffryn area of Newport. For over 25 years, we have supported residents through:
· Community projects, events, and activities
· Play and childcare provision
· Training and volunteering opportunities
· Partnership work with local agencies and organisations
· Resident engagement and community development initiatives
Our work focuses on improving wellbeing, reducing isolation, supporting families, and strengthening community resilience. We are firmly rooted in local need and committed to promoting inclusion, fairness, and positive opportunities for all.


3. Role Overview
Job Title: Community Projects & Support Officer
Salary: £28,000–£30,000 per annum (pro rata)
Hours: 30 hours per week, 50 weeks per year
Location: Duffryn, Newport
Reports to: Executive Officers / Board of Trustees
Contract: Permanent (subject to funding)
This role provides coordination, administrative, financial, and organisational support to ensure the effective delivery of Duffryn Community Link’s community projects and services. It is both varied and rewarding, combining project support with administrative duties, monitoring and reporting, and community engagement.

4. Job Description
Key Responsibilities
Community Projects & Engagement
· Support the delivery of community projects, events, and workshops.
· Assist with resident consultations to help shape services.
· Support the development of new activities based on local needs.
· Engage positively with residents, volunteers, and partner organisations.
Administration & Organisational Support
· Deliver day-to-day administrative support, including responding to enquiries.
· Maintain accurate records, filing systems, and documentation.
· Organise meetings with partners and community groups.
· Prepare agendas, papers, and minutes for Board and sub-committee meetings.
· Support childcare and play provision with registers and compliance documents.
Finance, Monitoring & Reporting
· Raise invoices and purchase orders in line with procedures.
· Assist with monitoring project budgets.
· Collect and maintain monitoring data required by funders.
· Prepare end-of-project reports and evidence of outcomes.
· Support small grant applications and funding bids.
Events, Training & Workshops
· Organise community workshops, resident training, and volunteer development.
· Manage logistics including venues, materials, and promotional activity.
· Promote events through social media, newsletters, and networks.
Community Partnership Working
· Liaise with partner organisations and local agencies.
· Represent DCL at meetings, forums, and networks.
· Help build partnerships that strengthen community impact.
General Duties
· Work in line with safeguarding, health & safety, GDPR, and equality policies.
· Support monitoring, evaluation, and organisational development.
· Undertake any reasonable duties that contribute to organisational objectives.


5. Person Specification
Essential Skills & Experience
· Experience in project coordination or community development.
· Strong administrative and organisational skills.
· Ability to manage multiple tasks and deadlines.
· Experience organising meetings, workshops, or events.
· Good written and verbal communication skills.
· Experience collecting and managing monitoring data.
· Ability to produce written project or funder reports.
· Basic financial administration experience (invoices, budgets, etc.).
· Confident IT skills (Word, Excel, email, digital systems).
· Ability to work independently and within a small team.

Desirable
· Experience supporting childcare, play, or family services.
· Relevant qualifications in community development, administration, or childcare/playwork are desirable but not essential.
· Experience writing small grant applications.
· Understanding of safeguarding, GDPR, and health & safety.
· Experience working with governance or Board structures.
· Ability to analyse and present data clearly.
Personal Qualities
· Approachable, community-focused, and professional.
· Reliable, proactive, and adaptable.
· Strong problem-solving skills.
· Excellent attention to detail.
· Commitment to fairness, inclusion, and community wellbeing.
Qualifications
· Willingness to undertake training (e.g., safeguarding, first aid, data protection, Sage ).

6. Terms & Conditions
· Salary: £28,000–£30,000 per annum (pro rata)
· Hours: 30 hours per week, 50 weeks per year
· Contract: Permanent, subject to ongoing funding
· Location: Duffryn Community Link, Newport (Hybrid working )
· Pension: Workplace pension scheme available
· Probation: 6-month probation period
· Training: Relevant training provided as required



7. How to Apply
Please submit the following:
1. Your CV
2. A covering letter (maximum 2 pages) outlining how you meet the essential and desirable criteria
Send applications to:
paulaharris@duffryncomlink.org.uk

8. Recruitment Timeline
· Application deadline: 21st December 2025
· Shortlisting: 22nd December 2025
· Interviews: 7th January 2026
· Expected start date: As soon as possible

