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Zephyr’s Project Coordinator – Job Description 
Salary £32,500 (pro rata.)  Employed for 16 hours a week, equivalent to 2 x days at £125 per day.
Hybrid Based in Nottingham – you’ll work a combination of remote and office-based hours (from our Sneinton Market base)
Start date: As soon as possible.
Reporting to: Zephyr’s CEO.
Monthly Supervision provided | Training and development opportunities.
About Zephyr’s 

Zephyr's charity supports families in and around Nottinghamshire following pregnancy loss or the death of a baby or child. Born out of love for their son Zephyr who died just before he was born, Zeph’s parents Carly and Martin imagined a place in which grief, love and understanding could sit hand in hand. Zephyr's started supporting people in 2017, and since registering as a charity in 2022 we have grown our service year on year.

Zephyr's charity is community focused, enabling bereaved families to find support and connection through creative, holistic, and therapeutic group support sessions. In addition to our dedicated team of practitioners, we work with 5 experienced bereavement counsellors to provide a specialist counselling service for both individuals and couples. We have also recently launched a Creative Play Therapy pilot to support bereaved children and young adults.

For the bereaved people we support, all of Zephyr’s services and projects are completely free to attend. Our inclusive sessions and workshops offer clay crafts, forest school sessions, woodworking, wellbeing walks, yoga, pregnancy after loss support, regular drop-in sessions, and various seasonal events.

About the Role

We are looking for a highly organised individual who can work independently but is also confident coordinating and managing others. This role requires expertise across many different administrative areas, with great attention to detail and accuracy required to manage a range of projects and tasks. We are also looking for someone who is empathetic and able to communicate sensitively, and is motivated by social impact and the bringing together of community. 

Key Responsibilities 
Support sessions and Attendance processes
· Setting up support session event pages through Eventbrite and Facebook 
· Updating Zephyr’s Team-up calendar, website, Linktree, and session info sheets for Community and Healthcare Staff, ensuring all session information is relevant and accurate
· Creating and generating session content to translate into digital media 
· Managing attendance, including answering booking and support enquiries via email / sending reminders / managing numbers
· Coordinating Facilitators and Practitioners / processing invoices / ensuring all Team blurbs and
· bios are up to date 
· Updating support session for both printed and digital media e.g. posters / flyers / PDF’s 
· Ensuring Facilitators and Practitioners are recording attendance and QR codes for registration are up to date and accurate / adding this data to a monthly attendance report 
· Checking attendance trackers for newsletter data and adding subscribers
· Ensuring Facilitators and Practitioners have up to date DBS certificates, insurance, risk assessments
· Arranging and collating attendee / Facilitator and Practitioners feedback 
· Accommodating and arranging accessibility needs for attendees

HR and compliance processes 
· Ensuring all staff, volunteers and trustees have up to date DBS certificates, have had training
and inductions, have access to policies, handbook, have correct access to Zephyr’s admin systems
· Checking risk assessments, insurance, safety information is up to date 
· Ensuring Zephyr's Team profiles and contact information is up to date 
· Editing and generating resources for staff / volunteers e.g handbooks
· Offering and arranging training opportunities to all of Zephyr’s team

Web Management 
· Keeping all information, copy and content up to date for Zephyr’s website through Wordpress
· Updating and testing any relevant changes, managing Wordpress plug ins
· Updating and testing forms, contact routes, downloadable files and external links

Executive PA support 
· Communicating and liaising via email and phone on behalf of Zephyr’s CEO
· Arranging meetings, travel, appointments and managing calendars, preparing documents and
· minute keeping for Zephyr’s CEO, Chair and Trustees 
· Picking up management responsibilities in the absence of the CEO

Project Planning and Reporting, Additional processes
· Directing any and all enquiries through admin@ inbox to the relevant member of Zephyr’s team
· Providing in person support at fundraising events, and occasional volunteer coordination
· Finance support for Zephyr’s CEO and Treasurer, checking invoices, tracking expenses, helping
· with Gift Aid and donations 
· Healthcare and Community Staff Catch-up - keeping mailing list up to date, sending out reminders
· Supporting other members of staff with administrative requirements
· Acting as ambassador to Zephyr’s at events and fundraisers

Required Skills 
· Organisational skills & Time Management: The ability to independently manage complex schedules, events, and diverse tasks, ensuring accurate execution and adherence to deadlines. This includes meticulous attention to detail across all responsibilities.

· Proficient Communication & Interpersonal Skills: A strong and empathetic command of written and verbal communication

· Digital & Technical Proficiency: Competence with a range of digital tools, including Microsoft Office Suite/Google Workspace, WordPress, Eventbrite, Canva

· Data Management & Reporting: Accurate and discrete with data management, able to input, manage, and analyse data from various sources. This includes generating reports, tracking attendance, and maintaining precise service user records.

· Compliance & Records Management: Understanding and diligent application of HR and safeguarding compliance protocols. This involves maintaining confidential records, ensuring timely renewals (e.g., DBS certificates, insurance), and meticulous document organisation.

· Proactive Problem-Solving & Adaptability: Being able to manage unexpected challenges with a calm, flexible and resourceful approach

· Executive & Senior Support: Experience providing support to executives and trustees, including calendar management, meeting coordination, document preparation and proof reading, and discreet handling of confidential information.

· Event & Project Coordination: Proven ability to coordinate and support various projects and events, including planning, logistics, volunteer support, and on-site assistance as needed.

· Basic Financial Administration: Competence in assisting with financial processes, such as invoice verification, expense tracking, and supporting donators and gift aid.

· Positive Energy and Mindset: A proactive approach to learning new systems, optimising processes, and contributing to organisational efficiency

How to Apply 

Email the following to: Patrick Fisher, Chair of Trustees - chair@zephyrsnottingham.org.uk

- Your current CV, details of your relevant work history. 
- A short cover letter or email (1-2 pages max) outlining your relevant experience and why this role feels right for you. 

Please share an example of a recent role or project, and detail how and why you feel it demonstrates your suitability for this role. Given the nature of Zephyr's charity, how would you plan to work sensitively, and what support might you need?

Offers of work will be subject to Enhanced DBS check, references and in adherence with our safer recruitment policy. 

Deadline to apply: 19th September 2025
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