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SENIOR YOUTH  and COMMUNITY DEVELOPMENT WORKER
JOB DESCRIPTION


Our Mission

Is to ‘Improve the Quality of Life for Young People and their Community by Providing Opportunities for Social, Physical, Mental and Spiritual Development and so Empowering Them to Develop as Responsible and Caring Members of the Community’.

Purpose of the job

To support the Coordinator in their role to provide strategic management and direction to the organisation. To assist the Coordinator with the day to day running of Maxlife Youth Project and its associated Projects including funding, financial oversight, planning, Health & Safety, Safeguarding, Equality and Diversity, Information Governance, Policies, Supervision of Staff and Human Resources/Personnel.

Position in organisation

Line Manager:         Coordinator
Responsible for:	Staff team, sessional staff and volunteers.  
Line management responsibility for, Youth & Community Development Workers, Students, Volunteers

Salary Actual £18,200 per annum.  FTE £26,936

Working Hours 25 hours per week. Including some evening and weekends.
Hours will also include face to face work in accordance with the needs of the organisation. 







Main Duties

· To Lead at sessions both on the premises and at other venues including outdoor sessions.
· To ensure all sessions are appropriately staffed and planned.
· In consultation with the Coordinator Identify and apply to appropriate and relevant funding streams, to include grant funding, commissioned work, donations, trust funds and private sector sponsorship.
· To assist the Coordinator in providing advice and information to the Board of Directors around the strategic direction of Maxlife Youth Project to ensure the development and maintenance of the work of the organisation.
· Keep the Coordinator fully appraised of any opportunities available and potential risks or threats to the organisation.
· Ensure that the Coordinator is supported appropriately to enable them to meet their statutory, charitable, legal and contractual requirements of the organisation
· Assist the Coordinator in creating and developing strategic and operational partnerships with the voluntary, community and public sector, statutory and business organisations in order to develop and further the aims and objectives of the organisation.
· Assist the Coordinator to develop and revise policies/procedures/protocols within the context of local and national policy.
· Assist the Coordinator in ensuring robust financial procedures are in place and that financial monitoring for funders is completed on time.
· Ensure where possible all activities and actions of Maxlife Youth Project promote a more sustainable community.
· Identify staff training needs and address appropriately.
· Assist the Coordinator in ensuring Health and Safety within the organisation is maintained and in the monitoring and development of the organisation’s Health and Safety policies and procedures.
· Promote Maxlife Youth Project to outside agencies, organisations and community.
· Completion of project reports and monitoring information as required
· Responsibility for compiling and maintaining an Information Asset Register.
· Act as deputy safeguarding lead for the organisation.
· Ensure that our Equality and Diversity Policy is followed.
· Assist the Coordinator in ensuring our Information Governance Policies and Procedures are followed
· You may be expected to perform different tasks as necessitated by your changing role within the organisation and the overall business objectives of the organisation.

     
















General

· Maintain a clean and tidy work environment.
· Maintain a professional attitude, ensuring that Maxlife Youth Project is positively represented at all times.
· Maintain confidentiality in accordance with Maxlife Youth Project’s Data Protection Policy.
· The post holder must be flexible to ensure the operational needs of the project are met.
· To work with other agencies and organisations, as well as the wider community.
· Adhere to the Health and Safety Policy adopted by Maxlife Youth Project and undertake training as required.
· Adhere to the Equal Opportunities Policy adopted by Maxlife Youth Project and undertake training as required.
· Adhere to the Safeguarding Children Policy and adopted by Maxlife Youth Project and undertake training as required.

Working relationships

· Coordinator
· Maxlife Youth Project Board of Trustees.
· Funders.
· Staff.
· Trade union representative.
· European, National, Regional and local agencies at the level required to influence and shape strategic thinking, project development and funding.
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