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Job Description

	Job Title:
	[bookmark: _Hlk147244270]Youth and Play Project Manager


	Reports to:
	CEO


	Location:
	Based in one of our six Community Hubs 


	[bookmark: _Hlk147244292]Hours:
	Part Time up to 30Hrs or full time 37hrs	


	Salary:
	£29,783 FTE


	Responsible for:
	Lead Youth Workers, Youth Workers, Bank Workers, Play Workers, Volunteers & Students on placements. 




Worcester Community Trust

Worcester Community Trust is a registered charity that runs six community centres in the City of Worcester providing facilities for community activities and services for people of all ages. We aim to be at the centre of thriving communities and for our centres to be the hub of community activity to achieve our vision This is your opportunity to be part of a dynamic team helping the Trust achieve ambitious plans for growth. 

Vision: Worcester: A City where people feel connected, supported, and empowered.

Mission: Bringing Communities Together by delivering services and activities for all.

Organisational Values:
· We collaborate, working together with local people and partners to achieve more.
· We are Inclusive, access for all, welcome diversity, and valuing uniqueness.
· We are Ambitious, we value innovation and creativity, driving progress, dynamic and visionary organisation.
· Delivering Excellence, investing in our staff, volunteers, and infrastructure to provide quality and professional services.

WCT recognise that value and strength of differing perspectives and experiences within our organisation and are committed to equality of opportunity, to being fair and inclusive, and to be representative of the population we work in. We particularly encourage applications from candidates from Black, Asian and minority ethnic backgrounds, disabled people, LGBTQI+ people. 

Purpose of the role: To Manage and Develop a high-quality Children and Young Peoples service across the city, including open access, positive activities, and holiday provision.  

The priority will be to develop a well performing team, improving the variety and quality of activities within the sessions, develop and test out a new approach of working including impact monitoring and more consolidated delivery from 3 centres. 

This will include line management of all staff, monitoring and reporting and being a key player in developing a city and county wide network of youth and play activity. 

This role will be set against a clear set of SMART objectives to be completed in the 4 months and if extended, will go to an open interview process, which you will be encouraged to apply for. 

[bookmark: _Hlk147244403]PRINCIPLE TASKS

· Plan, develop and implement a programme of youth and play work for children, young people across Worcester City.
· Lead and manage a team of high performing youth and play workers. 
· Develop, co-ordinate and manage our after school activities – Mini Youth (7-11) and Youth (12 – 17years) 
· Develop and maintain effective records, systems and databases for the project with the support of the Youth and Play Team. 
· Manage the associated budgets for the projects with support of the SLT. 
· Support in writing funding bids to source monies from a number of appropriate avenues
· Report safeguarding concerns and develop the teams awareness and confidence  

PRINCIPLE DUTIES

· Help reshape and design the delivery of youth and play across 3 centres, with satellite activity in the other 3. 
· Build partnerships with external organisations to enhance our service development and delivery and be a key role in Worcester’s Youth Collaborative. 
· Develop performance monitoring tools and a methodology for evaluating the success of the project with support of the CEO and wider SLT.  
· Implement appropriate and robust planning and evaluation working towards 12-month planning for the year. 
· Observe WCT procedures and codes of conduct as defined including confidentiality, health and safety at work, data protection. 
· Act as a good role model and champion best practice always
· To be responsible for safeguarding children, young people and vulnerable adults you come into contact with, and follow correct WCT policies and procedures around safeguarding appropriate to your level of post.
· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and support staff in their development and training.
· To undertake such other duties, training and/or hours of work as may be reasonably required, and which are consistent with the general level of responsibility of this job

Communication and promotion

· The ability to communicate effectively with clients, community members, staff, students, partners, and volunteers. 
· In all contacts the postholder will be required to present a good image of the Trust as well as maintaining constructive relationships with internal and external associates: 
· Internal - Line Manager/Senior Management team/Clients
· External - Partners at District level as appropriate/Referral partners

[bookmark: OLE_LINK92][bookmark: OLE_LINK91]Safeguarding and Health and Safety

· To adhere to WCT Health and Safety policies, standards, and guidance at all times 
· To adhere to WCT Adult and Child Safeguarding policies, standards, and guidance at all times 
· To promote a positive image of the Trust, both through the actual work carried out and the representation of the organisation outside work. 
· To undertake mandatory Safeguarding, H&S training and any other training associated with the role.
· To adhere to policies and procedures governing professional boundaries, GDPR, Health and Safety, social media and WCT’s Code of Conduct at all times.

Specialist requirements
· Qualified to at least NVQ level 5 in Youth and Community Development or equivalent. 

Other requirements
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees, volunteers and service users and is consistent with Worcester Community Trust’s Equality and Diversity Policy
· This post is subject to an enhanced criminal record check under the arrangements established by the Disclosure and Barring Services. 
· These duties may vary from time to time without alteration to the general character of the post or level of responsibility entailed.  It is expected therefore that the post holder will undertake any other duties commensurate with the post and allocated by their line manager.

Person Specification
Job Title: Admin Assistant
	Criteria
	Essential
	Desirable
	Evidenced by:

	
Education
+ 
Knowledge
	
· Evidence of a good general education GCSE maths and English grade C or above

· Good standard of literacy and numeracy.

· Qualified to at least NVQ level 5 in Youth and Community Development or equivalent. 
· Knowledge of current safeguarding policies and procedures

· Clear understanding of Equal Opportunities practice

	
· Basic knowledge of data protection requirements 
· 
· Relevant professional experience
· understanding of Ofsted regulations & procedures
	
Application Form & qualification certificates.


Application Form & Interview / refs.

Application Form & Interview / refs


	


Skills

	
· Competent in using Microsoft Office and IT proficient. 
· Good organisational skills
· Excellent interpersonal skills
· Good written & communication skills
· Excellent note taking skills.
· Ability to communicate with both young people and adults.
· Perform well under pressure.
· Ability to manage time effectively. 
	
· Confident with numbers and data inputting
· Fundraising experience
· Understanding of social media
· Experience and knowledge of local services
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Experience


	

· Understanding of need for ability to maintain confidentiality in all areas of work.
· [bookmark: _Hlk47695272]At least two years project management experience 
· Developing training or personal development plans
· Understanding of the issues affecting young people and the wider community including mental health and well-being, loneliness and isolation, training, and employment,
· Understanding and adherence to professional boundaries especially matters of a personal and confidential nature.
· Highly organised and methodical in approach 
· Experience of accurate record keeping and attention to detail 

	

· Experience of working with young people in a variety of settings
· Knowledge of local community

· Report writing, performance monitoring and providing contract management information.
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Personal
Qualities
	
· Flexible with regards to role and working hours
· Self-motivated and able to use initiative.
· The ability to travel between centers.
· Commitment to WCT values
· Undertake enhanced DBS check.
· Commitment to CPD: To attend and participate in regular supervisions, meetings and training courses and share and implement knowledge and skills gained.
· Respect for others and acting with integrity are important values to you. 
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