
Job Title: Project Coordinator – Selkie project Location: Llangefni Salary Band: Senior Officer 

Reports To: Morlais Project Manager Responsible for: Selkie Project Salary Range: c £23 - £26k p.a. 

Purpose of the Role: Manage operational aspects for Selkie project. Including but not limited to communications, programme management and reporting 

Responsibilities Skills / Experience 

Management: To support he Selkie project aims and goals in 
accordance with the company’s systems and procedures and 
manage performance in order to ensure the project is delivered 
within agreed timelines and contribute to Menter Môn’s broader 
aims and objectives. 
 
Program management and monitoring: Work with Morlais team 
to ensure project is delivered in accordance with processes and 
procedures and deliver against pre-determined objectives included 
in Selkie project goals.e.g. 150 enterprise engaged. 
 
Project delivery: Take overall responsibility for project, monitoring 
value for money and ensuring that scheme is delivered on time, to a 
high quality and handovers are achieved with all the required 
information supplied to clients, stakeholders and funders. 
 
Project development: Identify opportunities to improve and 
contribute to increasing project goals and also the reporting and 
delivery methods. 
 
Corporate governance: Play an active role as a coordinator in 
order to develop the strategic direction of the project, involving the 
necessary communications strategy with stakeholders. Reporting 
the progress to project management team 
 
Representing the company: Adopt a proactive approach in 
developing external stakeholder relationships in order to promote 
the company and develop its reputation locally and nationally. 
Conference attendance for promotion and dissemination of project 
information e.g. developing materials (stands, promotional 
materials) 

Essential: 

• Experience of running publicly funded projects e.g. INTERREG and Welsh 
Government, WEFO. 

• Experience in managing time and budgets and reporting to funders. 

• Knowledge of a range of IT software, social media and other digital tech. 

• Excellent communication skills to engage to the industry to provide 
business and enterprise support to required bodies. 

• Devising training materials to facilitate mutual learning from the project 
knowledge base 

• The capacity to be able to organise consultations, breakfast meetings, 
seminars and workshops on topics including techno-economic support, 
business planning, R&D grant preparation, etc. 

• Hosting and co-hosting Conferences and Forums liaising with INTERREG 
and WEFO 

Desirable:. 

• The ability to communicate in Welsh, both in writing and orally. 

• Experience of working in energy projects, environmental, economic 
development, digital development sectors. 

• Experience of cross border and cross establishment working. e.g. 
university to industrial sector. 

Qualifications 

Essential: 

• Educated up to degree level or 
equivalent in business or related 
science subject 

Desirable: 

• Finance qualification 

• Project management qualification 

Characteristics Other 

These describe the characteristics we expect in an individual in this 
role. 

• Accountable 

• Organised 

A full UK Driving License and access to 
own car  

Yes 

The ability to communicate in Welsh and 
English 

Welsh at Level 3 as per language skills 
guidance 

An ability and willingness to travel Yes 



• Personable 

• Committed  

Valid  passport owner Yes 

 


