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Job Description – National Citizen Service Co-coordinator


[bookmark: _GoBack]Role: To assist the NCS Senior Coordinators in the planning and delivery of the National Citizen Service Programme across Barnsley and surrounding areas.

Summary of main responsibilities:

· To assist the NCS coordinators in the recruitment of young people onto the local programme using a variety of mechanisms.

· To recruit and induct appropriate staff and volunteers to ensure quality delivery is maintained and provide appropriate training and support.

· Research and book a range of appropriate and high-quality workshops for phase 2 of the programme. 

· To book all necessary venues and arrange other resource needs – for example residential, transportation and equipment/kit.

· To market the NCS opportunity through schools and colleges; use of existing forums and mechanism – eg, match day programmes, websites and on - going youth activities; and identification of innovative ways to attract young people.

· To assist the NCS administration officer with the inputting of data onto the relevant IT data systems. 

· To successfully lead a team of leaders and young people on a residential.

· To ensure appropriate safeguarding and health & safety practices are implemented and followed throughout the programme for all local activities.

· To comply with the Trusts policies and procedures to ensure the safety and wellbeing of participants at all times.  

· To comply with the agreed funders terms and conditions.

· To undertake other such duties commensurate with the post, as may be required from time to time. 
Special conditions:The post holder will be required to work some evening and weekends as the requirements of the job demands
image1.jpeg
COMMUNITY





 


 


 


 


Job Description 


–


 


National Citizen Service Co


-


coordinator


 


 


 


Role: To assist the 


NCS 


Senior Coordinators


 


in the 


p


lanning


 


and delivery of the National Citizen 


Service Programme across Barnsley and surrounding areas


.


 


 


Summary of main 


responsibilities:


 


 


·


 


To 


assist the NCS coordinators in the 


recruit


ment of


 


young people onto the local programme 


using a variety of mechanisms


.


 


 


·


 


To recruit 


and induct 


appropriate staff and volunteers to


 


ensure


 


quality delivery is maintained


 


and provide 


appropriate training and support.


 


 


·


 


Research


 


and book a range of appropriate and 


high


-


quality


 


workshops for phase 2 of the 


programme. 


 


 


·


 


To book all necessary venues and arrange other resource needs 


–


 


for example residential, 


transportation and equipment/kit


.


 


 


·


 


To market the NCS opportunity through schools and colleges; use of existing forums and 


mechanism 


–


 


eg, match day programmes, websites and on 


-


 


going youth activities; and 


identification of innovative ways to attract young people.


 


 


·


 


To assist the NCS administration officer with the inputting of data onto the 


relevant IT data 


systems.


 


 


 


·


 


To successfully lead a team of leaders and young people on a residential.


 


 


·


 


To ensure appropriate safeguarding and health & safety practices are impleme


nted and 


followed throughout the programme for all local activities.


 


 


·


 


To comply with the Trusts policies and procedures to ensure the safety and 


wellbeing


 


of 


participants at all times.  


 


 


·


 


To comply with the agreed funders terms and conditions.


 


 


·


 


To undertak


e other such duties commensurate with the post, as may be required from time to 


time. 


 


Special conditions:The post holder will be required to work some evening and weekends as the 


requirements of the job demands


 




        Job Description  –   National Citizen Service Co - coordinator       Role: To assist the  NCS  Senior Coordinators   in the  p lanning   and delivery of the National Citizen  Service Programme across Barnsley and surrounding areas .     Summary of main  responsibilities:        To  assist the NCS coordinators in the  recruit ment of   young people onto the local programme  using a variety of mechanisms .        To recruit  and induct  appropriate staff and volunteers to   ensure   quality delivery is maintained   and provide  appropriate training and support.        Research   and book a range of appropriate and  high - quality   workshops for phase 2 of the  programme.         To book all necessary venues and arrange other resource needs  –   for example residential,  transportation and equipment/kit .        To market the NCS opportunity through schools and colleges; use of existing forums and  mechanism  –   eg, match day programmes, websites and on  -   going youth activities; and  identification of innovative ways to attract young people.        To assist the NCS administration officer with the inputting of data onto the  relevant IT data  systems.          To successfully lead a team of leaders and young people on a residential.        To ensure appropriate safeguarding and health & safety practices are impleme nted and  followed throughout the programme for all local activities.        To comply with the Trusts policies and procedures to ensure the safety and  wellbeing   of  participants at all times.          To comply with the agreed funders terms and conditions.        To undertak e other such duties commensurate with the post, as may be required from time to  time.    Special conditions:The post holder will be required to work some evening and weekends as the  requirements of the job demands  

