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      Job Description

 Draft proposal

JOINT COMMUNITY SPACE CHALLENGE COORDINATOR
Maternity Cover for Job Share 
Responsible to:
BEES Coordinator

Working in partnership with PALZ Coordinator 
Responsible for:
 Community Space Challenge Project Worker, if appointed, and CSC volunteers
Job Purpose:

Plan, organise, implement and embed appropriate environmental projects as part of provision for 8-13 year olds on PALZ programmes:  meeting the contract requirements and targets for CSC, the learning and development needs of the PALZ children, and the needs of local communities in which the programme will operate.
Duties and Responsibilities

Some elements of the job will be shared and others will be allocated to one or other of the job share partners. However each partner must be able and willing to undertake all aspects of the post , and to support and deputise for the partner when required.

1. To coordinate the project’s operations, including activities, staffing, premises and finance, in accordance with all required legislation – in particular health and safety and equal opportunities.
2. To coordinate and implement the operational delivery of the Community Space Challenge project to ensure City of Bradford YMCA standards (and any other statutory requirements) are being met by following quality assurance processes including feedback and monitoring, self assessment and development planning and the production of management information and reports.
3. To line manage a Project Worker and volunteers attached to the project, ensuring their relevant training and development, appraisal and supervision.
4.  To liaise with the Finance Manager to prepare, monitor and manage the budget as agreed by the Board of Directors.
5. To monitor and evaluate the programme and to report to the board of Directors, relevant committees and funders as necessary within agreed policies and procedures.
6. To be responsible for the equipment, including conservation tools, visual aids, etc. This will include an annual inventory and stock control in conjunction with BEES staff team.

7. To play a leading role in identifying and developing partnerships, including within local communities, for the development of environmental projects for the PALZ children to partake in.

8. To design and deliver environmental projects in partnership with PALZ children and staff team, working within budget constraints.
9. To ensure each project has a scheme of work, session plans and risk assessments and opportunities for the progression, development and accreditation of work of PALZ children. Inform and consult with PALZ staff on project plans.
10. To use a range of tools and techniques to ensure the participation of PALZ children and local communities in the decision making process regarding choice of projects.

11. To manage on-going development, maintenance and any necessary transition of any projects undertaken.

12. To work in partnership with PALZ coordinator, taking responsibility for inter project communication, and ensuring the needs of the PALZ children and contractors are also met.
13. To liaise with other local PALZ providers who are also undertaking Community Space Challenge Projects and work together to ensure a joined up approach and good practice sharing across the district.
14. To liaise with Line Manager and contract manager in media coverage and raising the profile of Community Space Challenge – as Community Space Challenge is a national initiative it may be necessary to take part in national awareness campaigns and events. 

15.  To promote the work of Bradford YMCA
16. Fully commit and work in accordance with all YMCA Policies and procedures, in particular Code of Conduct, Equal Opportunities & Diversity, Health and Safety, Data Protection, Behaviour Management and Child Protection.
17. Undertake agreed training and development activities.
18.  Other such duties as are necessary for the maintenance and development of our environmental provision.
Scope and Limits of Authority

The post is based in a socially disadvantaged area and YMCA provision caters primarily for the needs of young people in a metropolitan borough characterised by poverty, unemployment, homelessness, substance abuse and crime.

The post involves overseeing provision across 3 sites in Bradford - Trident, Newlands and Allerton areas.
The post involves managing a budget, with support from the finance Manager, of circa £50k per annum.

The post holder has discretion to act within the agreed budget guidelines and to make decisions on a day-to-day basis on the areas of their responsibility.  Longer-term decisions and major changes will be made on agreement with their Line Manager/Operations Manager.

Environment
The role involves working evenings, during school holidays and occassional weekends as it is an out of school provision.  
Key Relationships

Internal:  
PALZ Coordinator, Team Leaders and Project Worker  

BEES Coordinator and staff team.
External:
Catch 22


Keep Britain Tidy


Other PALZ Providers



Local Communities 



Other partners in the PALZ localities  

Representing the City of Bradford YMCA as required in the local


Community and within YMCA regionally and nationally 
Terms and Conditions of Employment 
Hours:
22.5 hours per week : (There may be scope for negotiation between Job Share Partners).
Salary:
£18,823.75 pro rata 
Holidays:
4 weeks per year (pro rata) 
Person Specification

	Item
	Essential 
	Desirable

	Qualifications
	Must be able to evidence ability to work at Level 3 in an environmental discipline.

	Evidence of a minimum L3 environmental based training.

Youth Work qualification

Qualification (D1) to drive 16 seater minibus or ability to undertake test.


	Experience 
	At least 1 year’s substantial experience in the planning and delivery of environmental provision to young people

Experience of working with challenging young people aged 8-13 years of age. 

Experience of consulting and working in partnership with local communities. 

Experience of working to coordinate project development and delivery


	

	Knowledge
	Knowledge of health and safety, equal opportunities, data protection and child protection issues and practices. 

Project planning skills.
Environmental issues relevant to CSC projects. 


	Knowledge of other environmental agencies in the District

	Skills 
	Excellent planning and organisation skills

Excellent communication skills including the ability to explain environmental issues and ideas to a range of audiences from 8-13 year olds to local communities.
Good numeracy skills and the ability to manage a budget. 
Good report writing/written presentation skills 

Conservation and habitat management skills.


	

	Aptitude 
	Being self motivated and

willing to work as part of a team
Confidence to liaise with community groups and agencies


	

	Personal 
	Commitment to the Christian Aims and Purposes of the City of Bradford YMCA

Resilient and able to work under pressure


	Full Clean Driving Licence.


