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	NCS Recruitment Officer 
Job Description and Personal Specification

	
	

	Role:
	NCS Recruitment Officer

	Place of work:
	

	Hours of work:
	37 hours 

	Salary/Grade
	Grade D

	Reports to:
	Senior Engagement Officer 

	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.

	Where you fit in

	The National Citizen Service (NCS) is a flagship policy at the heart of the government’s vision for building a Big Society.  The programme brings together 15-17-year olds from different backgrounds in summer and autumn programmes which include adventure, discovery and meaningful social action.  NCS aims to support participants’ personal and social development and help them develop the confidence, skills and attitudes they need to take on active roles in their communities and develop themselves for their own future.
As an NCS Recruitment Officer, you will effectively manage relationships with schools, colleges, training / community providers in order to plan, facilitate and deliver recruitment and promotional activities to maximize NCS programme participation. 
During delivery periods you will take on the role of a wave leader and will line manage and work closely with a team of sessional workers to ensure the smooth delivery through all 4 phases of the NCS programme. This will give you the opportunity to experience the programme first hand which will help in your recruitment role. 

	Main Duties & Accountabilities


To deliver high quality, engaging presentations, follow up events and PHSE lessons to young people in schools, college and other youth organisations to inspire them to sign up for NCS. This may require working evenings and weekend in peak recruitment periods.

To work with the managers to reach individual and team targets by schools and other recruiting sites for the number of young people who express an interest in NCS. 

· To demonstrate effective forward planning, organising and prioritizing own time to meet the anticipated workloads and delivery targets and objectives. 

· To gather data from each of the schools and recruitment sites and develop a targeted recruitment strategy for each site 

· To monitor volume of sign ups generated and adjust recruitment plans according to maximize participation in the NCS programme.

· To organize and run parent /carer presentations providing additional information regarding the programme to young people and their families /carers. 
· To ensure the CRM (salesforce) and monitoring systems are accurate and in line with the compliance framework following each recruitment event, managing a caseload of schools including booking events and data inputting of expressions of interest.
· To report key information to managers following each recruitment event, including audience size, expressions of interest, conversion rates and recruitment volumes. 

· To build and maintain relationships with a wide range of key stakeholders including teachers, parents/guardians, community leaders, governors in order to support NCS

· To offer a high standard of service to young people, parents and stakeholders providing appropriate and accurate information and demonstration a professional, helpful and positive manner. 

· To support in the delivery of keep warm events to ensure that young people remain committed to the programme prior to attending departure day 

· To work on programme in the summer as a wave/phase leader when required including overnight on the 2-week residential phases. 

· To lead, direct, encourage and motivate staff to facilitate young people completing all phases of the NCS programme. 
· To ensure all necessary and appropriate safeguarding, data handling, health & safety and other legal requirements are in place to protect NCS participants and staff
· To attend regular supervision sessions and all compulsory training events, both for Catch22 and NCS, to enable all duties to be carried out effectively.
· To make sure that you read, are familiar with, and follow all Catch22 policies and procedures and to access Catch22’s intranet at least once a month to update yourself with any new or amended policies or procedures.

· To act as an ambassador for Catch22, upholding and promoting our corporate values.

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

	What does good look like for this role?


· Excellent presentation skills and ability to adapt to audience
· Building relationships with schools and colleges 
· Delivering on recruitment targets
· Accurate date inputting of data on contracted CRM systems
· Being pro-active in recruitment methods 
· Strong leadership skills in leading a wave on programme
· Clear understanding of Catch22 and its vision, mission and ethos

	Organisational Relationships


You will report directly to the Senior Recruitment Officer for the region and will work with the National Youth Recruitment Manager in supporting the development and implementation of Catch22 national recruitment strategy. Successful NCS delivery also relies on making good relationships with key organisations and individuals in the local area and you will be responsible for ensuring these partnerships work for them and for the programme. 

	 Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	Five GCSEs or equivalent at Grade C or above
Relevant professional qualification
	
	Application

	KNOWLEDGE
	Experience and/or knowledge of secondary and higher education sector or youth engagements/ local authority sector 

	Knowledge of the NCS Programme


	Application/interview

	EXPERIENCE
	Experience in engaging with hard to reach young people 
Sales experience within a targeted environment and proven track record as a top performer
Experience of delivering presentations to large audiences 
Proven track record of building positive relationships with teachers, SLT and other stakeholders

	Experience with the NCS programme and sound understanding of the programme ethos and objectives.

Experience of data inputting and working within a CRM system 

Experience of leading the planning, delivery and evaluation of activities for and with young people

Experience of working in a residential setting with young people from a wide variety of backgrounds

Experience and understanding of Health and Safety, Safeguarding and data handling practices

Experience and understanding of the issues affecting young people at risk of social exclusion/offending

Experience of working with young people from a variety of ethnic, cultural and social backgrounds


	Application/Interview

	SKILLS & ABILITIES
	Excellent presentation and communications skills with the ability to influence, persuade and listen to others 
Ability to relate well to young people from a wide range of backgrounds, engagement them in activities and relate sensitively and confidentially to the needs of young people, parents and their families. 
Excellent time management, organizational and administrative skills
Strong and administrative and IT skills
Must have a UK driving licence and own car 

	Ability to handle sensitive and confidential issues with tact and diplomacy


	Application/intervieww

	OTHER
	Share Catch22 values

Awareness of and commitment to Equality & Diversity
Willing to travel and work flexibly

Desire to develop and undertake training as required


	
	


