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	Job Description

Job Title: Menopaus’ull Project Coordinator

Salary: £25,350 to £28,000 per annum, pro rata, depending on experience

Location: HU7 4EE, however expected to travel throughout the county

Reporting to: Joint CEO’s



	
	Post: 30–37.5 hours per week
To include evenings and weekends. 
Job share considered.

Contract: Fixed term for 18 months, with the potential to extend

Closing date: 13 August 2026

Interviews: 17 August 2026

Date prepared: July 2026


	DIGNITY AT WORK: To show, at all times, a personal commitment to treating all beneficiaries, partners and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age) and assists in ensuring equal access to services and employment opportunities for everyone.



	PURPOSE: 

To shape, deliver and champion the public-facing Menopaus’ull Support Network across Hull and the East Riding, ensuring activities remain relevant, responsive and rooted in lived experience.

To plan, deliver and evaluate high-quality, holistic support activities for people who are perimenopausal, menopausal or post-menopausal, including Menopause Cafés, Walks & Talks, social sessions and information events.

To liaise and work professionally with public, private, voluntary and medical-sector partners to strengthen collaboration, improve women’s health outcomes and support the delivery of large-scale events, conferences and awareness activities.

To act as a central point of communication, support and signposting for beneficiaries, responding to enquiries in a timely, professional and accurate manner.

To gather feedback, monitor impact and produce operational reports for funders and trustees, ensuring activities continue to meet beneficiary needs.

To support the development of Menopaus’ull resources, including printed and digital materials, and contribute to research and innovation projects requiring beneficiary engagement.

To create and contribute to Menopaus’ull content across social media, newsletters, the website and other communication channels, helping to reduce stigma and increase understanding.

To keep abreast of Health and Wellbeing news, updates and changes in local and national government policies, ensuring the highest levels of knowledge and awareness of Health & Wellbeing issues especially around the menopause topic.

To recruit, support, develop and grow a thriving volunteer team, ensuring a positive and enriching experience for volunteers and participants.

To support fundraising and income generation activities for the Menopaus’ull Support Network.

To deliver menopause awareness presentations to organisations, businesses and partners.

To work closely with the University of Hull to maximise opportunities linked to the Menopaus’ull production launching in October 2026, along with seeking opportunities with other Universities linked to menopause.

To professionally represent the charity and promote Menopaus’ull Support Network at public meetings, along with promoting the charity’s other projects. 



	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The post holder must be flexible to ensure the operational needs of the Neighbourhood Network are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required and may include attending meetings outside the normal hours of employment.

The above duties may involve having access to information of a confidential nature, which may be covered by the Data Protection Act.  Confidentiality must be always maintained.

To promote the Neighbourhood Network’s Equal Opportunity Employment Policy.

Where the post holder is disabled, every effort will be made to supply all the necessary employment aids, equipment, or adaptations to enable them to perform the full duties of the role.  If, however, a certain task proves to be unachievable then job redesign will be given full consideration.















	PERSON SPECIFICATION
Menopaus’ull Project Coordinator
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form (Covering letter & CV), I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring CRB’s)
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	A good standard of written English and Mathematics to at least GCSE level which can demonstrate an ability to work at this level or demonstrate relevant experience.
	X
	
	AF/CQ

	
	Driving licence 
	X
	
	

	
	A recognised administrative qualification or relevant experience
	X
	
	AF/CQ

	2. 
	Relevant Experience:

	
	Relevant experience of working in or with the voluntary and community sector
	
	X
	AF/I

	
	Experience of working with government policies and procedures relevant to the management of a charity or social enterprise
	
	X
	AF/I

	
	Experience of working with a range of organisations/agencies from the public, private and voluntary and community sector.
	
	X
	AF/I

	
	Experience of using a wide range of computerised packages with proficiency in MS Office
	X
	
	AF/I

	
	Experience of communicating through social media platforms along with contributing to an organisation’s website, including Twitter, Facebook, Instagram, YouTube, TikTok and WordPress.
	X
	
	AF/I

	
	Experience of engaging with the public
	X
	
	AF/I

	
	Experience of planning, organising, hosting and evaluating community events and activities, including public-facing information sessions
	X
	
	AF/I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Good literacy and a high level of accuracy in data management, record keeping and data entry
	X
	
	AF/I

	
	Effective communicator at all levels
	X
	
	AF/I

	
	Ability to work on own initiative demonstrating commitment to on-going partnership work and projects
	X
	
	AF/I

	
	Excellent interpersonal skills to deal with often challenging beneficiaries and to contribute effectively to partnership working.
	X
	
	AF/I

	
	Good standard of IT skills specifically MS office-based packages 
	X
	
	AF/I

	
	Willingness to develop new skills within the role
	X
	
	I

	
	Flexibility regarding times of work
	X
	
	I

	
	The possession of organisational skills to manage time and priorities in a busy and constantly changing environment
	X
	
	AF/I

	

4. 
	

Knowledge:

	
	A broad understanding of perimenopause, menopause and post-menopause, including the impact on individuals and communities
	X
	
	AF/I

	
	Knowledge of the Freedom of Information and Data Protection Acts to facilitate compliance with current legislation in service delivery.
	
	X
	I

	
	Knowledge of Equal Opportunities legislation and its application at work and in the service delivery
	
	X
	I

	
	Knowledge of IT systems, such as MS Office
	X
	
	I

	
	A good knowledge of the Hull and East Riding area 
	
	X
	I

	
	Knowledge of administrative procedures
	X
	
	I

	
	Knowledge of the Neighbourhood Network aims, values, and wider project work
	
	X
	I

	5.
	Interpersonal/Communication Skills:
Verbal Skills

	
	Possess diplomacy, tact and interpersonal skills when working with multi-agency partners
	X
	
	AF/I

	
	Ability to present information in a clear and concise format
	X
	
	AF/I

	
	Problem Solving and decision-making skills with the ability to deal effectively with enquiries and concerns
	X
	
	AF/I

	
	Communication and inter-personal skills, together with the ability to support managers in their public or partnership duties
	X
	
	AF/I

	
	Ability to engage confidently with diverse groups, facilitate activities and identify the needs of members of the public and beneficiaries
	
	X
	AF/I

	
	Provide research, information and beneficiary engagement support for Menopaus’ull Support Network, including work with the University of Hull and wider charitable aims
	
	X
	AF/I

	
	Written Skills

	
	Ability to communicate effectively face to face, over the phone, in writing and throughout the social media platforms
	X
	
	AF/I

	
	Verify correspondence for accuracy and cohesiveness
	X
	
	AF/I

	
	Accurate sequential documenting of literature, records and correspondence
	X
	
	AF/I 

	
	Experience of evaluating and producing timely and accurate reports
	X
	
	AF/I





image1.png
*;%




