Knowle West Media Centre
JOB DESCRIPTION


1. JOB DETAILS

Job Title:	Project Co-Ordinator (Young People)
Hours:		   30 hours per week. 
Includes a minimum of two evenings per week with occasional weekend work as required by the programme
Contract:	   Fixed term contract until 31st August
Salary:	£24,936 per annum. For 30 hours a week this equates to £20,218
Location:	Knowle West Media Centre
Access:	There is wheelchair access

 
 
2.	ROLE PURPOSE 

To co-develop and deliver programmes for young people, with a focus around new and emerging creative technology, mixed arts, photography and filmmaking with young people in line with the KWMC business plan.

To co-ordinate KWMC’s interactions with schools & colleges, including our in-school programmes and Work Experience offer.

To support administrative tasks relating to school/college bookings, participant applications and programme sign ups, across the Young People’s Programme, ensuring systems and process are in line with KWMC’s monitoring and evaluation commitments. 

To co-ordinate KWMC’s Youth Council membership, building the capacity of the young people to lead change in their community. This will require after school delivery, at least monthly. 

To support Maker City programme; in afterschool sessions and in-school sessions

To support sessional activity and wider engagement and skills sessions as required e.g. Maker City, Creative Hub, Sound Wave.

To support Young People’s Programme marketing, newsletters, communications, and website updates 

To gather data and report regularly as required against the funding requirements and evaluation plans (using KWMC process and systems e.g. planning form and database). 

To build relationships with local young people, parents, educators and other stakeholders.
 
 
3.		ACCOUNTABILITY  
Accountable to the Head of Young People’s Programme and ultimately, KWMC Trustees  
 
 
4.	MAIN TASKS AND RESPONSIBILITIES 
· To work with the Head of Young People’s Programme and Maker City  Project Manager to liaise closely to develop with local schools and build strong relationships that lead to partnership projects and co-delivery of engagement work 
· To gather and keep up to date mailing lists for schools & colleges
· To lead booking process for schools & colleges (up to 6 per academic year)
· To co-ordinate the administrative aspect of KWMC’s Work Experience programme, with a focus on the young people’s application and onboarding process
· To develop local networks with the aim of providing progression routes for young people, creating effective sign posting and access to appropriate services, ensuring young people benefit from the best use of local services 
· To co-ordinate the Youth Council, managing the membership and delivering training and sessions to support young people lead change in their community, using arts and technology.
· To work with the Young People’s Programme Team to contribute to the wider KWMC strategic marketing strategy and distribute marketing materials for the Young People’s Programme. 
· To deliver on KWMC’s Maker City programme; including after school sessions and in-school sessions
· To take part in the wider planning, delivery and evaluation of Young People’s Programme activities where required
· With the whole Young People’s Programme team, support the risk assessment of activities and oversee implementation of the health and safety and child protection procedures during sessions 
· To work with the wider staff team to ensure integration with all aspects of the KWMC programme. 
· To support imbedded creative evaluation within sessions and programmes, including Work Experience. 
 
  
Monitoring and record keeping 

To undertake monitoring and evaluation (using KWMC project management systems and the database for recording outputs), agreeing key tasks that will ensure there is a comprehensive evaluation of projects that can be shared on the KWMC website and with interested organisations.

To keep thorough records of sessions and contact with young people

To use KWMC internal project management systems and the database for recording outputs 
  
General 
To represent KWMC and promote its charitable aims and objectives 
To attend and contribute to training or staff meetings as required 
To abide by all policies and procedures of KWMC 
 
 
 
5.	COMMUNICATIONS AND WORKING RELATIONSHIPS  
This role requires the post holder to work with a wide range of stakeholders, from external commercial organisations, colleagues delivering other services within KWMC, and local schools and communities.  
 
 
6.	A COMMITMENT TO KWMC’S VALUES 
KWMC’s core values are: 
· Integrity: treating others with honesty, consistency and respect, and being prepared to be held accountable for your actions 
· Imagination: not being afraid to do or think differently, and being willing to explore new perspectives and creative ways of doing things 
· Collaboration: working with others to achieve a shared goal, valuing the contribution and expertise that each individual brings 
· Equity: recognising that in order for everyone to have an equal opportunity to succeed, some people may need additional support – then doing what you can to make this happen 
· Resilience: staying faithful to your mission and values but having the flexibility to adapt to change 
 
 
7.	COMMITMENT TO HEALTH AND SAFETY, CONFIDENTIALITY, DATA PROTECTION AND EQUAL OPPORTUNITIES 
Health and Safety/Security 
It is the duty of every employee to work in such a way so that accidents to themselves and to others are avoided, and to co-operate in maintaining their place of work in a tidy and safe condition, thereby minimising risk. 
Confidentiality 
In the course of every employee’s duties, they may have access to confidential material about members of staff, volunteers or KWMC business.  On no account must information relating to identifiable people or organisations be divulged to anyone other than authorised persons.  If in any doubt whatsoever as to the authority of a person or body asking for information of this nature, the employee must seek advice from their manager.  Failure to observe these rules will be regarded by your employers as serious or gross misconduct, which could result in disciplinary action being taken against you. 
Data Protection 
Every employee is required to comply with current Data Protection legislation whilst exercising their duties at KWMC, in order to protect individuals’ personal data and privacy, and ensure personal data is processed in accordance with the law.  This legislation comprises the General Data Protection Regulation (GDPR) and the new Data Protection Act (DPA) 2018. 
 
Equal Opportunities 
Our commitment 
KWMC welcomes and celebrates diversity and differences between people and the strengths these bring to our communities and workforce. KWMC aims to provide excellent and efficient opportunities and services enabling everyone to fulfil their potential. To do this we must give everyone equal access to services and job opportunities. 
Treating everyone the same does not necessarily give people equality of opportunity. Sometimes we need to treat people in a different way to give them the same access to a service or job. 
We recognise that everyone is different and we will treat people as individuals. 
This job description is subject to review and amendment in response to the changing needs of the project. 
 
December 2023 




 
Person Specification: Project Coordinator (Young People’s Programme)
 
Essential 
Skills and Abilities 
· Confident in leading delivery of workshops for up to 20 young people. 
· Excellent workshop planning and facilitation skills. 
· Excellent time management and organisational skills in order to manage specific administrative processes deliver projects on schedule and meet targets. 
· Ability to work independently and as part of a team. 
· Ability to engage young people in social action and issues affecting their lives using digital media and new technology. 
· Ability to develop and sustain excellent working relationships with young people. 
· To have experience of working with young people in open access creative sessions 
· Excellent communication skills, and in particular ability to communicate with young people and advocate on their behalf as necessary. 
· Ability to reflect on practice and provide concise weekly feedback to session leaders. 
 
Experience 
· Minimum 2 years experience working directly with young people 
· Experience of developing and leading activities for and with young people 
· Experience of using media, arts and technology as a tool to engage young people 
 
Knowledge 
· Technical knowledge in areas such digital fabrication, including design programmes (eg Adobe Illustrator and Inkscape)
· Understanding of access and inclusion issues in relation to working with young people. 
· Understanding of Safeguarding and Child Protection  
· Knowledge of issues that particularly affect young people 
 
Personal attributes and other requirements 
· Passionate and active desire to support young people’s development 
· Must be able to build good relationships with young people 
· Prepared to undertake relevant training e.g child protection 

Desirable 
· A youth work qualification. 
· Experience of supporting young people in attaining out of school qualifications e.g. Arts Awards. 
· Experience of living or working in Knowle West. 
· Full driving license and access to a vehicle. 
 
 
Please ensure your covering letter tells us how you’d be a great person for the job and demonstrates how your skills and experience are in line with the Person Spec above.  
