
Social Enterprise
Coordinator

The Coordinator of the “HERS” project will be responsible for the overseeing the business operations as well as the program participants. Her duties will include:

Business Responsibilities:

· Insure quality control of all aspects of the HERS project, including day to day operations, development and staffing. 
· Promote the concept of the HERS as a valuable social business enterprise in the community; establish relations with potential supporters; help to develop positive reputation of the business in the community and with stakeholders (includes developing promotional material as required).

· Financial Management – keep on-going, accurate and up-to-date accounting of all expenses and revue associated with HERS, as well as documentation of in-kind contributions; fundraising, donations.

· Build relationships with other service providers in the community to ensure a continuous flow of participants. 

Social Responsibilities:

· Build positive working relationships with all project participants

· Act as a mentor to project participants on a daily basis

· Ensure needs of project participants are being met.

· Evaluate success of participants.

· Deliver workshops to participants on a regular basis. 

Qualifications:

· Experience motivating or coaching others.
· Excellent communication and listening skills.

· Experience working in a team environment. 

· Financial Management Skills.
· Experience owning or operating a business would be an asset. 

Social Enterprise

Coordinator – Business and Finance


Participants in this position will gain: 
· Knowledge in using Business Software 

· Experience performing daily business transactions 
· Knowledge of Business Practices and Procedures 
· Experience working as part of a team

· Financial management skills 

Duties of a participant in this position will include: 

· Calculate, prepare and issue documents related to accounts such as invoices, account statements and other financial statements using computerized and manual systems 

· Enter, verify and reconcile transactions such as accounts payable and receivable, purchases, cheques, invoices

· Respond to accounting related inquiries 
· Perform related clerical duties, maintaining filing and record systems.

· Completing bank deposits 
· Participating in the year end report

· Maintaining General remittances

· Corresponding with Sales/Marketing Department with regard to sales and inventory

· Completing bank reconciliations monthly 

Social Enterprise

Coordinator – Human Resources


Participants in this position will gain: 
· Communication skills 

· Team work skills

· Research skills

· Administration skills

· Organizational Skills 

The duties of a participant in this position will include: 

· Maintaining records and files 

· Creating and organizing information sessions for potential participants and community groups

· Ensuring the needs of project participants are met

· Work with community groups 
· Ensure participants receive proper training and support 

Social Enterprise

Coordinator – Sales and Marketing


Participants in this position will gain: 
· Experience in research and development 

· Experience developing marketing strategies

· Communication skills 
· Sales skills 

The duties of a participant in this position will include: 
· Develop Marketing Strategies for products 

· Develop relationships with prospective customers

· Work with businesses in the area to secure contracts 
· Research other businesses in the area to 

Social Enterprise

Coordinator – Inventory Management


Participants in this position will gain: 
· Experience in Inventory Management 

· Experience in Pricing

· Time Management Skills 
· Organizational skills 

The duties of a participant in this position will include: 
· Maintain an accurate inventory of all supplies 

· Maintain inventory of items for sale 
· Provide reports 
· Ensure contracts are completed on time 
· Ensure adequate supplies are on hand at all times 
· Ensure the proper display of items in the retail store 

Social Enterprise

Coordinator – Production and Quality Control


Participants in this position will gain: 
· Experience in monitoring quality 

· Time Management Skills

·  Organizational skills 

The duties of a participant in this position will include: 
· Ensure enough inventory is being produced to meet demand 

· Ensure participants are maintaining scheduled hours 
·  Work with sale and inventory coordinators 
·  Ensure contracts are completed on time 
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