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Winners of Pride of Reading ‘Charity of the Year' 2015

Helping Young People Become Mentally Fit

Job Description
Title of Post: Projects Co-Ordinator
Responsible to: Operations and Relationship Manager
Hours per week: 37.5 hrs over 5 days a week – inc. some homeworking (some evening and weekend work will be required)
Salary: £20,475 depending on experience
Job purpose: No5 is a Young People’s Counselling Charity based in central Reading.  We are seeking a Projects Co-Ordinator to work for our Operations and Relationship Manager, to be responsible for administering and coordinating our online and face to face projects and training programmes, and the administrative aspects of our Young Ambassador team.  
The main purpose of this role is to assist and support our Operations and Relationship Manager in developing our projects in the community using No 5’s Young Ambassadors to link in with young people locally, and to enable them to contribute to and develop our social media communications.  In addition, to organise the Training Programmes run by No5, in particular the Certificate in Counselling Young People (CPCAB Level 5).
This needs someone with an understanding of what No5 offers, and with the passion and enthusiasm to have ideas and develop projects that will deliver information and support to young people, as well as supporting the delivery of our training programmes. 
1.	Duties and responsibilities.
1.1	Coordinate and administer our current and any new projects, planning and organising delivery, and communicating with appropriate groups, such as schools, youth groups and clubs, GPs, sports clubs etc.
1.2 	To be responsible for the administrative aspects of our Young Ambassador team.  
1.3 	To provide the coordination and delivery of our training programmes, this will require:
•	Assist with the liaison with course delegates, Trainers, Training Manager and CPCAB
•	Scheduling and organising training programmes and activities
•	Managing payments and keeping records required 
•	General admin and provision of training materials
1.4	To support the Operations and Relationship Manager to engage new Young Ambassadors from a wide range of backgrounds reflecting the diversity within Reading.
1.5	Provide administrative support to the Operations and Relationship Manager, including marketing, updating our website (training will be provided) and social media.

1.6	 To support the young ambassadors to engage with all our outreach projects in an appropriate manner, showing leadership and modelling the behaviours to help the YAs personal development and reflect the work of No5. 
1.7	Provide data to the Operations and Relationship Manager for monthly reports to management and trustees on the status and delivery of projects, any other activities of the Young Ambassadors, the Training Programmes, and annually all data for the Annual Report.
1.8	To attend bi-weekly full team meetings and update staff members on the status of current and potential outreach projects and training programmes.
2.	Additionally:
2.1	Attend regular line management sessions with the Operations and Relationship Manager.
2.2	Assist in the promotion of a fair and quality service that is sensitive and responsive to clients, funders, and visitors, ensuring adherence to customer care policies at all times.
2.3	Uphold and positively promote equal opportunities in service delivery and online and social media communications.
2.4	Ensure the maintenance of confidentiality in relation to agreed Service policies.
2.5	Adhere to Health and Safety procedures and Legislation.
2.6	Carry out any other duties, which fall within the general areas of responsibility and grade of this post.
Note:
Any changes to this job description, which are of a permanent nature, will, following consultation with the post holder, be incorporated into this job description in specific terms and formally issued to the post holder.
Person Specification
Qualifications and Experience:
We are looking for someone who has experience of working with young people or has worked in a counselling setting with young people.   
This role will require someone interested and passionate about the needs and mental health of young people locally. 
No5 is looking for leaders with enthusiasm and personal qualities to ensure that we meet the needs of young people in Reading.
This role requires someone who can self-manage their workload and work proactively to seek out and make connections between the core work of the agency and the opportunities offered via our external relationships and the current events affecting local young people.  This will require an ability to work within the team.


Required Skills and Experience	
Essential
1.	Experience of working with young people, including a good understanding of the issues impacting them at the time, and knowledge of social media and how young people engage with this medium.
2.	Proficient with Microsoft Office programs, particularly excel and publisher.
3.	Experience of video editing software and making online content, videos, and blogs.
4.	Well organised with excellent time management skills, demonstrating the ability to prioritise, manage and schedule workload.
5.	Have a solution focused approach
6.	Good communication skills, in person, using email and on the telephone.
7.	Will also require an:
•             Ability to maintain confidentiality.
•	Understanding of the importance of equal opportunities and respectful of difference.
•	Ability to operate within Health and Safety procedures.

Desirable
1.	Experience of working in a team within a counselling setting.
2.	Experience of working with volunteers.
3.	Experience of organising training or events
4.	An understanding of the child protection and safeguarding requirements
5.	An understanding of the ethical impact of counselling with young people
Qualifications
Specific qualifications not necessary, but a counselling qualification would be desirable. 
Desirable competences:
1.	Decisiveness
2.	Compassion
3.	Drive and focus
4.	Future oriented
5.	Planning and organisation
6.	Scheduling
7.	Capacity to see and generate opportunities
8.	Inclusive approach
Please complete the attached Application form and return to Alyson Brickley at alyson.brickley@no5.org.uk by Friday 26th February 2021.
Find us @ no5.org.uk
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