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Good Vibrations job description 

Project Officer 

• Reporting to: Operations Manager 

• Location: Home working with regular in person meetings with the team in the South East. 
The role will involve some travel, and occasional overnight stays. 

• Salary: £25,000  

• Contract: Full time (37.5 hours per week) 

Good Vibrations is an inclusive and flexible employer 

We are committed to becoming an organisation that reflects society and promotes diversity and 
inclusion. We would particularly welcome applications from people from diverse backgrounds, 
including from people with a previous conviction.  

Background to Good Vibrations 

Good Vibrations works across the UK with prisons, young offender institutions, secure hospitals and 
community organisations, supporting people with mental health needs, people in challenging 
circumstances and disabled people.  

Our charity’s vision is to help create a safer, more-empathetic UK, where vulnerable people - 
including those convicted of offences - are given the chance to become valued members of society 
and to forge fulfilling and constructive lives. We inspire and motivate vulnerable people with 
complex needs and give them the tools they need to help them realise their true potential and build 
more positive futures.  

We run music-making projects where participants make their own music, put on performances, and 
create recordings. Our projects are all about listening, communicating, team working, problem 
solving, and reflecting. We particularly like working with Indonesian gamelan as it creates an 
excellent space for creative, impactful work. It is very accessible and well suited to developing 
collaboration and confidence. 

We work with around 800 individual participants and 30 partner organisations per year. Our team 
comprises 5 members of staff, 12 freelance music facilitators, 6 regular volunteers and 9 trustees.   

Purpose of Role 

To project-manage all aspects of delivery of Good Vibrations projects. 

Responsibilities  

1. Project-manage delivery of our work in prisons, young offender institutions, secure hospitals 
and the wider community (e.g. finding venues, recruiting participants, transportation, 
equipment, visits, security arrangements, paperwork). 

2. Lead on producing and distributing project paperwork, creative packs, certificates, 
recordings and accreditation workbooks to partner organisations, participants and our Good 
Vibrations team.  

3. Support the development, implementation and improvement of project monitoring and 
evaluation procedures. 

4. Represent Good Vibrations at networking events, meetings with stakeholders, and project 
play-throughs, and report on them as required. 

5. Support the Training and Development Manager to implement progression support. 
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6. Source and maintain information about opportunities for past participants 
7. Communicate with past participants about opportunities for progression. 
8. Maintain established relationships with people we are supporting such as our Trustee-

Buddies and Participant Advisors 
9. Record stories (case studies) of who we support and how 
10. Managing external email communications, including creating newsletters on Mailchimp and 

sending out wider emails to external stakeholders on Salesforce. 
11. Designing and distributing flyers and marketing materials for projects and events.  
12. Minute taking and writing up notes and recordings from meetings and events. 
13. Contribute to team meetings and attend team development days 
14. Attend training as required and identified with line manager. 

15. Maintain GV core values in every aspect of projects. 
16. Undertake any other duties as required, commensurate with the post. 

Additional information 

1. The role will involve some travel, for example for whole team development/training days or 
to visit projects, so occasional overnight stays away from home will be required. 

2. We will also expect the post-holder to adhere to our organisational policies and procedures, 
and to have/undergo an Enhanced Disclosure and Barring Service Check, which we can 
arrange.  

Person Specification 

Essential 

1. Commitment to Good Vibrations’ aims and Core Values. 
2. At least one year of experience in a project delivery/coordination role. 
3. Excellent communication skills, with ability to work effectively with a wide range of people, in 

both verbally and in written formats. 
4. Strong organisational and time management skills – ability to work independently to 

deadlines and targets.  
5. Effective and creative approach to solving problems  
6. Ability to work and contribute effectively in a team. 

7. Excellent IT skills – including CRM, Microsoft Office 365 and website content management. 
(Good Vibrations uses Salesforce, WordPress, Mailchimp, SurveyMonkey, Canva) 

8. Commitment to personal professional development. 

9. Ability to travel to prisons and other secure establishments in the UK and to attend regular 
meetings in London. 

Desirable 

1. Experience of working with vulnerable groups of people. 
2. Experience of group music-making and/or community arts. 
3. Understanding of the criminal justice sector. 
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