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JOB DESCRIPTION
Title: 


NCS Youth Engagement Coordinator


Salary: £21,000 - £23,000
Reports to: 

Education Programmes Manager


Hours of Work:  37.5 hours per week
Based at: 

Inspire Suffolk, Lindbergh Road, Ipswich, IP3 9QX
Key objectives of role: 

1. To work with the Education Programmes Manager to design, develop, plan and deliver annual Summer and Autumn NCS Programmes.
2. Deliver engaging recruitment presentations (virtually and physically) to young people aged 15-17 years within a school environment.
3. Achieve monthly Key Performance Indicators (KPI’s) in line with Inspire Suffolk and NCS Regional targets
4. To achieve 100% of KPI’s to ensure maximum funding is received at all times.  
5. To take personal responsibility for the understanding and application of the Inspire Suffolk values
Main responsibilities:
1. Being the point of contact for delivery staff, stakeholders, young people and parents/guardians associated with the NCS programme
2. Deliver a variety of fun keep warm events to ensure young people remain engaged and turn up to the programme
3. Evaluate on programme delivery and make amendments to ensure continuous improvement

4. Support the overall recruitment and training of NCS delivery staff alongside the Education Programmes Manager

5. Keep internal systems up to date including the Salesforce Next Generation system (NCS database)  
6. Design, implement, recruit and deliver monthly community Local Action Groups (LAGs) 

7. Coordinate graduation activity with input from the NCS Programmes Manager and wider NCS team
8. Adhere to Health, Safety and Safeguarding guidelines and ensure these are prioritised as part of the planning and delivery
9. Work with the Education Programmes Manager to ensure NCS delivery remains in line with the budget agreed
Personal-profile:

	Selection Criteria:

A = Application Form   I = Interview   D = Desktop or other practical exercises
	Essential or

Desirable
	Assessment Method

(A, I, D)

	Experience

	· Proven experience of coordinating NCS programmes or equivalent

	D
	A, I

	· Knowledge of Safeguarding, risk management and experience of managing critical incidents effectively 

	E
	A, I

	· Previous experience working with groups of young people aged 15-17 years of age, preferably during a residential setting
	E
	A, I, 

	· Previous recruitment experience, particularly engaging with young people in an education environment
	E
	A, I

	· Experience of inputting and access data on the Salesforce Next Generation platform

	E
	A, I, 

	· Excellent knowledge of the NCS programme, ethos, curriculum planning and delivery

	E
	A, I, D

	Qualifications:

	· A good standard of education including GCSE grade A-C in English.
	E
	A, I

	· Enhanced DBS Certificate (this is essential as part of the role and can be undertaken if the postholder does not already have a DBS Certificate).
	D
	A, I

	· Full UK Driving License and access to own vehicle 
	E
	A, I

	· Qualification in Youth Work
	D
	A, I

	Skills:

	· Ability to inspire and engage young people face to face and through virtual platforms
	E
	A, I, D

	· Effective Team Working skills
	E
	A, I, D

	· Presentation Skills
	E
	A, I, D

	· Good organisation and planning skills 
	E
	A, I, D

	· Ability to effectively plan, manage, monitor and take proactive action
	E
	A, I, 

	· Self-motivated and target driven.
	E
	A, I

	· Ability to work to deadlines and agreed timescales.
	E
	A, I

	· A willingness to work outside of normal office hours when required.
	E
	A, I
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