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Project Coordinator – 50th Anniversary Programme
Job Specification & Terms and Conditions

	Job Title, Grade Code
	Project Coordinator – 50th Anniversary Programme
 (Grade IV Code: 0558)



To be completed by Recruiter.

	Remuneration


	The salary scale for the post is: 
€36,470 €38,623 €39,488 €41,673 €43,672 €45,423 €47,118 €49,403 €51,066 €52,757 €54,367 €56,018LSIs
(01/06/26)

Salary Scales are updated periodically and the most up to date versions can be found here: Pay scales

	Campaign Reference
	102442

	Proposed Interview Date (s)
	Candidates will normally be given at least two weeks' notice of interview. The timescale may be reduced in exceptional circumstances.


	Taking up Appointment
	A start date will be indicated at job offer stage.

	Location of Post
	Bray

There is currently one fixed term whole-time vacancy available in Head Office.



	Informal Enquiries
	talent@sunbeam.ie 


	Reporting Relationship
	Chair, 50th Anniversary Event Planning Committee / Designated Project Sponsor (Senior Leadership Team)


	Purpose of the Post 
	The Project Coordinator will support the planning, coordination, and successful delivery of the Sunbeam House Services 50th Anniversary Programme.
The role will:
· Enable the effective implementation of the Anniversary Events Plan
· Support high-quality, inclusive, and person-centred events delivery
· Coordinate sponsorship, fundraising, and stakeholder engagement activity
· Ensure strong governance, communication, and reporting in line with organisational standards
This role is central to delivering a programme that reflects SHS values, promotes inclusion, strengthens partnerships, and maximises organisational visibility and financial sustainability.


	Principal Duties and Responsibilities

	 
Project Coordination & Program Delivery
· Support the development and maintenance of the 50th Anniversary Events Plan
· Coordinate planning and delivery of all approved anniversary events
· Maintain a master project plan, timelines, and dependencies
· Track progress against milestones and escalate risks/issues as required
· Ensure events are:
· Accessible and inclusive
· Person-centred
· Delivered to agreed quality standards

Committee & Governance Support
· Provide administrative and coordination support to the 50th Anniversary Committee
· Prepare agendas, papers, action logs, and progress reports
· Ensure clear documentation of decisions and actions
· Support compliance with financial and governance processes (in collaboration with Finance and relevant leads)
· Maintain audit-ready project documentation

Sponsorship & Fundraising Coordination
· Support implementation of the sponsorship strategy and packages
· Coordinate outreach to:
· Corporate partners
· Community organisations
· Philanthropic donors
· Maintain a sponsorship pipeline tracker
· Coordinate sponsorship deliverables (e.g. branding, recognition, reporting)
· Support donor engagement, stewardship, and follow-up activity
· Work with Finance to ensure transparency and governance of funds.

Stakeholder & Partnership Engagement
· Support engagement with key stakeholders, including:
· People supported
· Families
· Staff
· Community partners
· Facilitate participation of people supported in planning and delivery
· Coordinate partner involvement in events and program activity
Communications & Promotion
· Work with the Communications function to:
· Deliver the 50th Anniversary communications plan
· Coordinate event promotion and publicity
· Support storytelling and legacy materials
· Ensure consistent messaging aligned with SHS values and brand

Monitoring, Reporting & Evaluation
· Track and report on:
· Progress against the Anniversary Plan
· Sponsorship and fundraising performance
· Event delivery outcomes
· Prepare regular reports for:
· Anniversary Committee
· Senior Leadership Team
· Support evaluation of programme impact and legacy outcomes

Key Deliverables
· Coordinated and delivered 50th Anniversary Events Programme
· Maintained project plan and reporting dashboard
· Sponsorship pipeline and tracking system
· Stakeholder engagement and participation outcomes
· Programme evaluation and final report

Governance & Strategic Alignment
This role directly supports:
· Delivery of the 50th Anniversary Program aligned to the ToR
· SHS Transformation Strategy 2025–2030
· Organisational priorities relating to:
· Inclusion and participation
· Stakeholder engagement
· Financial sustainability and fundraising
· Organisational visibility and partnerships



The above Job Specification is not intended to be a comprehensive list of all duties involved and consequently, the post holder may be required to perform other duties as appropriate to the post which may be assigned to them from time to time and to contribute to the development of the post while in office.  

	Risk Management, Quality, Health & Safety”
	All employees have general statutory obligations under Section 13 and 14 of the Safety Health and Welfare at Work Act 2005 as follows:
· Have a working knowledge of the Health Information and Quality Authority (HIQA) Standards as they apply to the role for example, Standards for Healthcare, National Standards for the Prevention and Control of Healthcare Associated Infections, Hygiene Standards etc. and comply with associated SHS protocols for implementing and maintaining these standards as appropriate to the role.Comply with relevant statutory provisions and take reasonable care for their own safety, health and welfare and that of any other person who may be affected by their acts or omissions at work.
· Co-operate with Sunbeam House Services and any other person to enable relevant statutory provisions to be complied with.
· Not engage in improper conduct or other behavior that is likely to endanger their own safety, health and welfare at work or that of any other person.
· Attend training as required particularly training in relation to safety, health and welfare at work or relating to the job carried out.
· Make correct use of the safety equipment, clothing or training provided, or other items provided for their safety, health and welfare while at work. 
· Not to intentionally, recklessly, or without reasonable cause, interfere with, misuse or damage any appliance or safety equipment provided to secure the safety health or welfare of persons arising at work.
· Not to intentionally or recklessly place at risk the safety, health or welfare of other staff, clients, contractors or visitors or any person in connection with work activities.
· Report to the Operations Manager/Senior Operations Manager/Person in Charge without delay any defects in equipment, article or substance, place of work, or systems of work which might be a danger to safety, health and welfare of which they are aware.  
· Report to the Operations Manager/Senior Operations Manager/Person in Charge without delay any work being carried on or likely to be carried on in a manner that might be a danger to safety, health and welfare of which they are aware, and any contravention of the relevant statutory provisions that may be a danger to safety, health and welfare of which they are aware.
· Report all accidents immediately no matter how trivial to the Operations Manager/Senior Operations Manager/Person in Charge and Safety Officer using the organisation’s Accident Report Form. 
· Ensure they are not under the influence of an intoxicant to the extent that they are a danger to their own safety health or welfare at work or that of any other person, and submit to any appropriate, reasonable and proportionate tests by a competent person if reasonably required by Sunbeam House Services.

In addition, staff are reminded that:
· They are not allowed to attend the premises or carry out duties whilst under the influence of drink or illicit drugs. Any person found breaking this rule will be liable to instant dismissal.
· Any person who becomes aware that they are suffering from any disease or physical or mental impairment which would be likely to cause them to expose themselves to a risk of danger they must immediately inform their Operations Manager/Senior Operations Manager, Person in Charge or Supervisor.
· Any person who is under medical supervision or on prescribed medication and who has been certified fit for work should notify their Operations Manager/Senior Operations Manager, Person in Charge or Shift Lead of any known side effects or temporary disabilities which could hinder their work performance, and which may be a danger to themselves, their fellow workers or clients.
· Staff may be required to undergo a medical assessment of their fitness to perform work activities that give rise to critical risks to the safety, health and welfare of other staff, clients or others.
Whilst on duty, staff are not permitted to wear any item of clothing, footwear or jewellery which may cause a risk of injury to themselves, clients or staff colleagues.  Staff who work with clients must ensure they are appropriately dressed for the nature of work carried out and are aware of potential dangers to clients and themselves regarding, for example, large fingernails, shoes, belts, buckles, jewellery, ties, hair and so on.  Flip-flops, mules, slippers or high heels are not suitable footwear for staff working with clients.  Wearing quantities of rings or bracelets or neck chains is not appropriate.  The wearing of earrings other than a simple stud is specifically prohibited. The wearing of any other type of ring in pierced areas of the body is prohibited.  The direction of the Person in Charge (or in their absence the person in charge of the work shift) and Operations Manager/Senior Operations Manager must be adhered to.



	Eligibility criteria

Qualifications and/ or experience

	Essential Experience
· Experience in project coordination, event management, or program delivery
· Experience coordinating multiple stakeholders and workstreams
· Experience supporting fundraising, sponsorship, or partnership engagement
· Strong organisational and administrative skills

Desirable Experience
· Experience in the not-for-profit / disability / community sector
· Experience working on large-scale events or campaigns
· Knowledge of governance requirements in a Section 38 organisation



	Education & Training
	· Engage in the SHS performance appraisal process in conjunction with your PIC as appropriate.



	Post Specific Requirements

	Skills & Competencies
· Project planning and coordination
· Stakeholder engagement and relationship management
· Communication and influencing skills
· Financial awareness and attention to detail
· Problem-solving and risk management
· Ability to work independently and as part of a team
Values & Approach
· Commitment to inclusion, participation, and person-centred practice
· Alignment with SHS Values and Model of Support
· Strong commitment to collaboration and partnership working.


	Campaign Specific Selection Process

Ranking/Shortlisting / Interview
	A ranking and or shortlisting exercise may be carried out on the basis of information supplied in your application form.  The criteria for ranking and or shortlisting are based on the A of this job specification.  Therefore, it is very important that you think about your experience in light of those requirements.  

Failure to include information regarding these requirements may result in you not being called forward to the next stage of the selection process.  


	Diversity, Equality and Inclusion 

	The Organisation is committed to creating an environment that promotes equality and dignity at work. We are committed to treating all employees, clients and organisation contacts equally, regardless of gender, civil status, family status, sexual orientation, religious belief, age, disability, race or membership of the traveller community. The Organisation believes that embracing equality and diversity in the workplace benefits not just the Organisation but also individual employees, departments and our clients. All our employees bring their own background, work style, distinct capabilities, experience and characteristics to their work. We want to utilise the widest range of skills, knowledge and experience in our Organisation while complying with legislation.
As well as treating people with dignity and respect, the Organisation strives to create a supportive environment in which all employees can flourish and reach their full potential, regardless of differences, experience or education. Harnessing the wide range of perspectives this diversity brings promotes innovation and helps make us more creative and productive


	Code of Practice
	Sunbeam House Services will run this campaign in compliance with the Code of Practice prepared by the Commission for Public Service Appointments (CPSA).

The CPSA is responsible for establishing the principles that should be followed when making an appointment. These are set out in the CPSA Code of Practice. The Code outlines the standards that should be adhered to at each stage of the selection process and sets out the review and appeal mechanisms open to candidates should they be unhappy with a selection process.

The CPSA Code of Practice can be accessed via https://www.cpsa.ie/.




Project Coordinator - 50th Anniversary
Terms and Conditions of Employment

	Tenure 
	The current vacancy available is fixed term and whole time.  

The post is pensionable. A panel may be created from which permanent and specified purpose vacancies of full or part time duration may be filled. The tenure of these posts will be indicated at “expression of interest” stage. 

Appointment as an employee of the Health Service Executive is governed by the Health Act 2004 and the Public Service Management (Recruitment and Appointments) Act 2004 and Public Service Management (Recruitment and Appointments) Amendment Act 2013.


	Remuneration 
	The Salary scale for the post is: 
Grade IV

€36,470 €38,623 €39,488 €41,673 €43,672 €45,423 €47,118 €49,403 €51,066 €52,757 €54,367 €56,018LSIs


 (01/06/26)

New appointees to any grade start at the minimum point of the scale.  Incremental credit will be applied for recognised relevant service in Ireland and abroad (Department of Health Circular 2/2011).  Incremental credit is normally granted on appointment, in respect of previous experience in the Civil Service, Local Authorities, Health Service and other Public Service Bodies and Statutory Agencies.


	Working Week

	The standard working week applying to the post is to be confirmed at Job Offer stage.  


	Annual Leave
	The annual leave associated with the post will be confirmed at Contracting stage.


	Pension Scheme


	This is a pensionable position with SHS. The successful candidate will upon appointment become a member of the appropriate pension scheme.  Pension scheme membership will be notified within the contract of employment.  

	Age
	If an employee wishes to work past their 65th birthday they must notify HR and their manager with their retirement a minimum of 3 months before the date they wish to retire.

	Probation
	Every appointment of a person who is not already a permanent employee of SHS shall be subject to a probationary period of 6 months.

	Protection of Children Guidance and Legislation

	The welfare and protection of children is the responsibility of all SHS staff. You must be aware of and understand your specific responsibilities under the Children First Act 2015, the Protections for Persons Reporting Child Abuse Act 1998 in accordance with Section 2, Children First National Guidance and other relevant child safeguarding legislation and policies. 

Some staff have additional responsibilities such as Line Managers, Designated Officers and Mandated Persons. You should check if you are a Designated Officer and / or a Mandated Person and be familiar with the related roles and legal responsibilities.

For further information, guidance and resources please visit: HSE Children First webpage.

	[bookmark: _Hlk58316562]Infection Control
	Have a working knowledge of Health Information and Quality Authority (HIQA) Standards as they apply to the role for example, Standards for Healthcare, National Standards for the Prevention and Control of Healthcare Associated Infections, Hygiene Standards etc. and comply with associated SHS protocols for implementing and maintaining these standards as appropriate to the role.
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