Partnership Co-ordinator Responsibilities

Opportunity

Make sure all potential partners have been given every opportunity to become involved. You can use posters, leaflets, local press etc. to get this information across and identify groups through community websites, existing networks, the local authority, local community centre or even Yellow pages. You should also treat local residents, including young people, as potential partners.

Communicate

Ensure communication of all relevant information to all partners continually. E-mailing is the most effective way to do this but the postal service still works! Also give every opportunity for partners to communicate. The best way is for you to act as a clearing house and manage all information transfer. This includes getting partners to contribute to agendas of meetings and giving plenty of notice (and repeating notice near to the event) of all meetings and activity.

Identify

You need to ensure partners have discussed and agreed the needs they are looking to meet, their aims and objectives, the area the project will cover and the target group. You can explain the NAOMIE model to them so that they know how the project will come together.

Involvement and Ownership

There is no point having partners unless they are going to take on specific responsibilities. Make sure they each take on a role, however small, so that they have some investment in the project and so have some sense of ownership. If a partner will not take on any task, it is often better to politely suggest there is no role for them, rather than have them as a hanger on.

Motivate

Make sure the partners always keep in mind what they are trying to achieve and can see how any activity being undertaken leads to that objective and the ultimate aim. Also ensure that performance targets agreed are SMART, being achievable with resources that you have or can realistically obtain. Clear timeframes and feedback to partners will allow them to see the real progress being made.

Meetings

Make sure everyone has as much chance as possible to participate in meetings. Especially in the early stages, this is best achieved through small group discussions and workshops rather than larger meetings, if there are more than a few partners. A clear agenda will help keep the meetings focussed as long as you refer back to it. Using timings on the agenda may also help.

A Suggested Agenda for Initial Partnership Group Meeting is included here as this is the most important meeting of partners you will have. It sets the tone for the partnerships and begins the process of developing your project.

Action

Unless the purpose of your partnership is solely to network, you should be looking to have clear actions as a result of any meeting. Don’t be afraid to continually refocus partners and ask them what they intend to do, rather than keep discussing. Whilst discussion are vital for involvement, ownership and agreement, actions are more important for all involved to actually see progress and look to do more.

