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	Programme Co-ordinator 
Job Description and Person Specification

	Role:
	Programme Co-ordinator 

	Place of work:
	Lowestoft, frequent travel across the Suffolk county 

	Hours of work:
	37.5 hours per week

	Salary/Grade
	Operations – Practitioner

	Reports to:
	Project Manager 

	Level of screening:
	Enhanced DBS

	Who we are

Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First, we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

Suffolk Positive Futures attempts to make Suffolk a safer place by diverting young people from anti-social behaviour and gang-related activity and providing opportunities that they may not otherwise have access to, to help better their life chances.
Were you fit in

Through the delivery of diversionary sports-based community activities, and access to positive adult role models, the project  provides valuable health and fitness related opportunities for young people. Activities are run for free within local estates and neighbourhoods, providing meaningful, safe and supportive places for young people to attend.

As Project Coordinator, you will assist the Programme Manager in the development and sustainability of the Suffolk Positive Futures Programme.

Main Duties & Accountabilities

As part of your role in providing programme coordination of the service to ensure effective delivery, maintenance of integrity, and sustainability for the Positive Futures programme within Suffolk, you will:

· Contribute towards the planning, preparation and particularly the delivery of sports opportunities to young people attending the Positive Futures project across the county
· To implement and maintain a system of recording, collating and interpreting data to ensure completion of monitoring returns, providing information for management and partner agencies. 

· To assist and support the manager to maintain good working relationships with key stakeholders, funders and partners.  The end result would identify and agree shared targets, undertake join work and promote effective partnership working.
· To manage a small team of sessional sports coaches and volunteers. Including allocation of working hours and assessing their training, development and support needs. 

· To monitor the service monthly accounts in partnership with the project manager to ensure compliance with Catch22 financial procedures and funding expenditure requirements.

· To ensure that organisational policies, such as Health and Safety, Equal opportunities, Safeguarding and HR are understood and implemented by all Positive Futures staff.
· Provide day to day advice to all staff,  including advice relating to complexity of issues and problem solving, ensuring  that the delivery of the service is compliant with legislation, procedure, quality standards and funder requirements.
· Alongside the manager develop and maintain a proactive communications strategy through press releases, articles and newsletters to ensure the profile of the service and young peoples participation is maximised.

· To make sure that you read, are familiar with, and follow all Catch 22 policies and procedures. You are expected to look at Catch 22 intranet at least once a month to update yourself with any new or amended policies or procedures. 

· To act as an ambassador for Catch 22 , upholding and promoting our corporate values.

· To undertake any other duties which can be reasonably expected of you within the level of your job.

What does good look like in this role?

We are looking for a Programme Coordinator who is passionate and experienced in working with young people and a passion to change a community-based programme. 

The ideal candidate will have experience with being effective in challenging and demanding environments, and ability to manage a team impactfully. 

Good communication, written and verbal, is essential for this role as well as experience with working in partnership with multiple agencies and commissioners. 

The post-holder will have a full Driving Licence.

Organisational relationships

In this role you will be accountable to the Programme Manager, while managing a team of sessional staff and volunteers. 



	Programme Coordinator: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	· Any relevant qualification i.e. GCSE, A-Level, NVQ, Youth, community or sports coaching. 
· Sports governing body coaching certificate
	· First Aid certificate.

	Application /Verification of certificates

Application/Interview

	KNOWLEDGE/ EXPERIENCE
	· Substantial experience of working with young people in a community setting.

· Experience of working in an ever changing environment with multiple priorities.

· Experience of managing and development of staff, sessionals and volunteers.

· Experience of working on his/her own initiative to an agreed action plan.

· Experience of incorporating an equal opportunities perspective  in all areas of work.

	· Experience of working within the relevant field of work 

· Experience of working in a distance management structure.

· Experience of working in a multi-agency environment. 

· Experience of monitoring budget, within organisational financial procedures.

· Experience of successful fundraising e.g applying for funding grants / compiling funding applications

· A track record of managing and developing services.

	Interview/ Application



	SKILLS & ABILITIES
	· The ability to empower service users, enabling them to make positive and informed choices.

· Ability to work under pressure and with minimal supervision.

· A high level of written and oral communication skills.

· Ability to achieve results and meet deadlines.

· Ability to build effective working and collaborative relationships at a range of levels.

· Ability to use IT applications in the work settings.
	
	Application/Interview

	OTHER
	· Commitment to young people by providing high quality services.

· Commitment to equal opportunity polices.
· Full driving licence, availability of a car. (Role does involve travel to different parts of the county)

· Flexible approach to fulfilling the co-ordinators role.


	
	Application/Interview




