
DETAILS OF A POST

SECTION A: JOB DESCRIPTION

1. ASSOCIATION:
 YMCA BOURNEMOUTH

2. JOB TITLE:
Youth Development Co-ordinator (Grade 4)
3. RESPONSIBLE TO: 
Joint Chief Operations Officers
4. JOB PURPOSE:

To provide leadership and effective management of YMCA Bournemouth’s Youth Services within BCP and potentially across Dorset. To provide high quality services, ensuring that performance management and review mechanisms are in place to monitor progress and the achievement of service objectives and goals. 
Words such as employee and worker are used here interchangeably and are not considered determinative of employment status.
5. MAIN RESPONSIBILITIES:

The role has a statutory, occupational requirement to ensure the safety and welfare of all children, young people and adults at risk using our services. The post holder will take responsibility for ensuring safeguarding children, young people and adults at risk is a priority and follow both YMCA safeguarding policy and Pan Dorset statutory guidance.
· To coordinate and manage YMCA Bournemouth’s Youth Services (for children and young people aged between 5-26 years old), always ensuring that young people are at the heart of service provision and development.

· To lead and support the Youth employees reporting to this position.

· To implement and further develop the strategy to further YMCA’s youth work and create young leaders, in alignment with the Association’s business plan and demonstrate impact with agreed KPI’s. 

· To help the COO’s to develop a youth steering group/management committee for Townsend Youth Partnership that will share resources and good practice and promote work within a youth-led/youth action framework to their peers, to Senior leaders and the Board of Trustees. 
· Working with the COO’s to represent the Association and liaise with BCP and Dorset Councils, Churches, key partners, and other external bodies to identify and progress opportunities for new youth work schemes.

· Periodically review the existing stock in conjunction with the COO’s to ensure that properties are maintained fit for purpose and sustainable for the long term. 
· Working with the COO’s and Fundraising team to prepare bids, contracts and subsequent monitoring and reporting requirements to ensure that all reporting requirements for the YMCA and any other funders are fulfilled.
· To coordinate all administration tasks within the youth department, including petty cash, management of the Townsend Youth Centre building, and any new areas of work within the youth departments are dealt with efficiently. 
· To be part of the YMCAB operational team, with operational responsibilities/roles at the various sites of YMCAB to be agreed with the COO’s. 

· To be part of youth sessions that are run at Townsend and Pokesdown and to lead on the development of these sessions in line with the strategy. This may then increase to utilise more of the YMCAB facilities across the BCP area.
· To play one’s part in the developing, and delivery, of the YMCAB Holiday Club Programmes and thus local BCP impact.

· To assure programme quality and organisational stability through development and implementation of standards and controls, systems and procedures, and regular evaluation.
· To assure a working environment that recruits, retains and supports quality staff and volunteers by ensuring suitable process for selecting, development, motivation and evaluating staff and volunteers.
· To undertake regular and systematic performance monitoring with young people involved in the review, and address issues arising from the monitoring to ensure that a quality service is offered that meets requirements and provides a voice for young people.
Miscellaneous
· Accomplish high productivity levels through sound planning, organisation, and teamwork.

· Ensure all mandatory training, as agreed with the COO’s are kept up to date by all staff in the department. 

· Maintain a working knowledge of policy, legislation and regulation relating to youth work.

· Keep up to date with all regulatory requirements and develop appropriate mechanisms to address all areas related to youth work.
· To be responsible for monitoring and enforcing the Association’s Safeguarding Policy within the youth services and to ensure compliance with the Health & Safety at Work Act, Equal Opportunities and Diversity, GDPR and Data Protection Act and other legislation as appropriate. 
· To work closely with the Head of HR and other senior leaders on staff management.
As part of your role, you will be required to drive for company purposes. You are required to use your own vehicle and therefore, you need to hold a valid driving licence and an insurance that includes business use. You may also be asked to drive a company vehicle. You will not be requested to carry any non-hazardous/hazardous equipment in your vehicles or anything else that can damage your vehicle. You agree to adhere to all relevant policies regarding driving for work. It is essential that you promptly inform HR if you are prosecuted or facing prosecution for any road traffic offence, if you are involved in a motoring accident or incident that may lead to a claim (by you or a third party), or if your driving licence is endorsed or if you are disqualified from holding a driving licence. Additionally, if you receive an endorsement that totals more than six points, or certain endorsements such as driving without insurance on your private vehicle, this may affect your ability to drive company vehicles if such is ever required.

In addition to the job set out in this job description the worker may, from time to time, be required to undertake additional or other duties as necessary within his or her capabilities and status to meet the needs of YMCA Bournemouth.
6. SCALE AND IMPACT


The person appointed will have management responsibility for all the Association’s Youth Services. In addition to this the person will be responsible for working within the annual budgets in the region of £150,000/year, helping the COO’s to set the annual budgets, and will be responsible for the direct management of approximately three-four staff.  
7. DISCRETION TO ACT

The worker will have full authority to act within the parameters set by the Association’s CEO and Board of Directors. The person appointed will work without close supervision and be able to make decisions within the parameters of the job description, YMCA policies and procedures and budget constraints. The worker will be supported by the Joint Chief Operations Officers and will meet regularly with them.
8. ENVIRONMENT

YMCA Bournemouth is a registered Christian charity that has been in the community for almost 145 years.  We provide local services and projects that give children, young people and adults (particularly the most vulnerable) the compassion they need today, the hope for a better future and the faith to achieve it. We are inspired by our Christian foundations to work across a variety of areas, with the aim of transforming lives and communities so that together, everyone can belong, contribute and thrive.

Accommodation & Support - We are a supported needs’ Housing Association, with most of our residents needing short term intensive housing management and support. Occupying hostel rooms, shared houses and self-contained flats in a variety of locations, we offer personal support, life skills, counselling, keywork, advice and guidance and an array of additional services to aid move on to independence and a positive long-term future.  

Family Work – We are commissioned to work in Family Hubs, with local families, children and young people helping to deliver effective and impactful support and quality services that secure positive outcomes.  We also run our highly regarded Teddys Pre-school, with a speciality in supporting SEN and run a Child Contact Centres from various sites enabling children to have contact with their non-resident parent and other family members in a neutral, safe environment through supervised, supported or handover sessions.
Health & Wellbeing – We work in health and leisure with thousands of members using our facilities at any time for swimming, working out in our gyms, using our sports halls and other facilities.  We also have a small gym and sports hall at our Westover Road facility that is one of the first gyms in the country, here we offer public memberships and also a specific fitness service for those with various support needs in our accommodation.  In the school holidays we offer a range of holiday clubs. We also run a Christian retreat and activity centre in Studland for up to 32 people to get away for a self-catering break. 

Training & Education – As well as providing training and education to our clients such as young people, families, hostel residents; we offer various professional training courses to local business, Churches and anyone in the community, including First Aid, Health & Safety and Safeguarding. We also offer several community venues/conference centres/rooms for hire.

  
Support & Advice – We run several youth centres in the region, we run ‘Chatterboxes’ groups for young people with disabilities and we work to inspire, train, mentor and support young people to empower them for life and to lead in the challenges of their generation. We have a Chaplaincy team working across all areas of the YMCA, serving the spiritual needs of our staff and community.  We also have a professional BACP accredited Counselling Service for our clients, staff and the local community.

9. RELATIONSHIPS


Internal:  The Youth Development Coordinator will relate directly to the Joint Chief Operations Officers and will be expected to meet regularly with them, the Senior Leadership Team and with his/her own line-managed personnel as appropriate.  

External:   The person appointed will be expected to develop relationships with other voluntary and statutory agencies locally including BCP and Dorset Early Help/Youth Services, the Youth Offending Team for BCP, The Community Action Network, local churches and other places of worship, schools and special needs groups. 
SECTION B: PERSON SPECIFICATION

	
	Essential
	Desirable

	Qualifications
	· Degree or Level 3/4 in youth and community work

· Working knowledge of equality and diversity legislation


	· Professional management qualification
· Sporting qualifications



	Experience
	· Youth and community work experience
· Excellent communication skills to work across all levels of the Association and externally with key stakeholders

· Flexible and adaptable approach to working hours and job tasks
	· Senior management level in the Charity sector

· Understanding of the Voluntary sector

· Financial planning, financial controls and resource management 

· Human Resources management 
· Experience of writing and presenting management or other reports
· Sports/Activity Coaching and/or Instruction

	Skills, Knowledge

and Abilities
	· Excellent interpersonal skills

· People focused

· Excellent communication skills

· Financially aware of budgeting
· ICT literate

· Ability to develop and maintain networks especially with local Churches
· Ability to work as part of a team and to manage multiple teams

· Able to lead, inspire and motivate staff 

· Good administration/organisational skills
· Knowledge of safeguarding practice and procedures
· Knowledge of good practice in safe recruitment and staff supervision 
· Ability to prioritise competing demands, meet deadlines, co-ordinate workloads and delegate tasks

	· Knowledge of Charity and Voluntary sector
· Knowledge and understanding of the needs and issues affecting young people
· Understanding of using youth-led models when developing new services
· Bid writing experience and meeting the outcomes for them when successful


	Personal Attributes
	· Understand and supportive of the YMCA Bournemouth’s Christian ethos and values

· Decisive, resilient, and calm under pressure

· Proactive with dynamism and energy

· Calming presence/management and leadership style
· Ability to travel around BCP area and sometimes further afield
	


Name/Surname:         _____________________________
Signed:                          ____________________________

Date:                              ____________________________
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