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📢 JOB VACANCY!
We’re looking for an experienced Projects Coordinator to join our team in Whitburn, West Lothian. This is a part-time role supporting the smooth delivery of exciting community projects.
If you’re organised, proactive, and enjoy keeping projects on track, we’d love to hear from you! 👉 Apply by sending your CV and cover statement to info@africanwomennet.org by Monday, 24th November 2025.

Projects Coordinator (Experienced)
· Part-time: 14 hours per week (some flexibility, with agreed working times)
· Contract length: 12 months fixed term (with possibility of extension).
· Salary: FTE £27k - £30k per annum - pro rata (depending on experience).
· Location: On-site at Whitburn, West Lothian
· Reporting to: CEO
· Closing Date: Monday, 24th November 2025

Background
West Lothian African Women’s Network is a vibrant, community-led organisation supporting African and ethnic minority women, children, and families across West Lothian. We empower our community through culturally sensitive support, advocacy, wellbeing programs, education, skills development, employability, entrepreneurship, youth empowerment and community integration. At the heart of our work is a commitment to inclusion, equality, and uplifting voices that are often underprivileged and underrepresented. Join us and be part of a dynamic organisation creating meaningful change at the local level.
We are seeking an experienced Projects Coordinator to support smooth delivery of our projects on-site in Whitburn - West Lothian, working closely with staff, volunteers, and stakeholders.

About the Role
The Projects Coordinator will provide essential support to ensure all projects stay on track. You’ll manage scheduling, administration, and communication, delivery, acting as the link between the team, participants, and external partners. This role is ideal for someone organised, proactive, and confident in coordinating activity on the ground.

Key Responsibilities
· Provide on-site projects coordination and support across West Lothian and beyond.
· Lead the planning, execution, monitoring, and evaluation of key projects, ensuring milestones and deliverables are achieved.
· Organise and minute meetings, circulate action points, and track follow-ups.
· Act as the main point of contact for projects queries from staff, volunteers, and stakeholders.
· Maintain up-to-date projects records and documentation.
· Regularly report project updates, insights, and outcomes to management and Board.
· Identify and escalate risks, challenges, or delays.
Conditions of Service
1. Annual Leave: 28 days per year inclusive of public holidays (pro rata).
2. Pension: Option to join WLAWN’s existing scheme (6% employer).
3. Equal Opportunities: Committed to being an equal opportunities employer.
4. Staff Development: Induction within the first 4 weeks; further training provided as needed.
5. Weekend and evening working may be required.

Person Specification
Essential
· Proven experience in project coordination, administration, or management.
· Strong organisational skills with the ability to prioritise tasks, manage competing demands, and work on own initiative.
· Excellent interpersonal and communication skills.
· Ability to work independently while being part of a team.
· Confident with digital tools (e.g., MS Office, Teams, project management platforms, data management, Canva and CRM systems).
· High attention to detail and accuracy.
· Proven ability to plan, manage, and deliver on multiple projects on time. 	 
· Experience using monitoring and evaluation tools to evidence outcomes.	
· 2 years minimum project management experience.

Desirable
· Experience working with charities, social enterprises, or community projects.
· Familiarity with reporting requirements for grant-funded projects.
· Knowledge with Socia media and events promotion skills.
· Basic AI and design skills (eg., Canva or similar tools).
· Understanding of monitoring, evaluation, and impact reporting.

How to Apply
Please send your CV and a short covering statement outlining your relevant experience and interest in this role to info@africanwomennet.org by Monday, 24th November 2025.
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