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	Role Title: NCS Coordinator 
	Salary: £23,000

	Hours: Full-Time Employee (Min 37.5 hours per week)
	Reports to: NCS / Education Manager 

	Other Details:
· Full UK Driving Licence and access to a suitable vehicle required (office based at the Coventry Building Society arena with the position requiring some travel across Coventry and Warwickshire)
· This role will require working flexible and unsociable hours (including evenings, weekends and public holidays where appropriate). In addition, the role will require overnight stays at specific times of the year. 
· Subject to an enhanced DBS check

	Role Purpose:
The NCS Coordinator role will require the successful candidate to oversee the day to day delivery of the Sky Blues in the Community’s National Citizen Service (NCS) programme within Coventry. The role will involve but not limited to, inspiring and recruiting young people onto the NCS programmes in spring, summer and autumn, managing the day to day admin duties required by the EFL Trust and NCS Trust to manage performance, developing the NCS strategy of recruiting young people onto programmes with support from NCS / Education Manager and overall responsibility of supporting SBITC to offer an amazing NCS programme to young people within Coventry. 
Furthermore, the role require a dynamic and effective organizer as well as experience of working with young people both individually and in a group setting to inspire and challenge.  


	About Sky Blues in the Community (SBitC):

Based at the Coventry Building Society Arena, we the official charity arm of Coventry City Football Club. This puts us in a unique position to address local priorities and national issues using the branding of the football club to impact positively in our community. We see it as our responsibility to utilise our position for the benefit of the community across Coventry & Warwickshire and have a positive impact in our local area.
With that in mind, the vision for the organisation is ‘Change lives in our local community’ 
This vision is supported by our organisational mission statement, which is ‘Use the reach and appeal of Coventry City Football Club to make a difference to the lives of people across Coventry and Warwickshire’ 
We are actively looking to contribute to local, regional and national priorities, using Coventry City Football Club to positively impact on a range of agendas such as physical activity, health and wellbeing, community safety, community cohesion, employment and skills. 
To focus and influence the work of Sky Blues in the Community in achieving our mission and supporting tackling local priorities, our work is categorised under four core themes, each with their own headline goal: 

· Sport – Engage people of all ages and abilities in sport and physical activity 

· Health – Promote healthy behaviours, empowering people to take control of their own health and well-being 

· Education – Inspire learning and personal development to raise aspirations, attainment and achievement 

· Inclusion – Provide opportunities for people and communities that face common barriers



	General Tasks

· To oversee the planning and organizing of NCS recruitment events with partner mainstream schools, SEN and Coventry College. 

· To build and maintain effective relationships with NCS partner schools, teachers and other youth led organizations. 

· To build and maintain effective relationships with activity providers for NCS, while developing new relationships with other providers. 

· To coordinate and oversee planning of activities as part of the spring, summer and autumn NCS programmes. 
· Co – present the recruitment assemblies and selling the NCS offer to young people aged 16 – 17 from across Coventry. 

· Coordinate and deliver exciting presentations to help persuade young people to sign up to NCS through PSHCE classes, lunch time’s and after school sessions as well as follow up phone calls. 
· Attend parents evenings and community fairs to aid recruitment for NCS. 

· To bring new and imaginative ideas of engaging with young people, building stronger links locally and promoting NCS within Coventry. 

· To hit annual targets set by the NCS Trust and EFL Trust Regional Team. 

· To manage efficiently the Sales Force data system. 

· Support the NCS / Education Manager with vital administration tasks that helps deliver a high quality youth provision through NCS. 

· Maintain records of recruitment resources and all equipment used for programme. 
· To work with the NCS / Education Manager to support the preparation and filling of generic but adaptable recruitment resources, such as PowerPoint presentations, information for school contacts, parents and young people. 

· To oversee the coordination and delivery of the social action projects delivered as part of the NCS programmes. 

· To be the main lead on delivery seasonally on spring, summer and autumn programmes. 

· To attend regional and national training as made mandatory by the NCS Trust and EFL Trust. 

· To deliver a strong customer journey for young people from sign up to extension. 

· To plan, coordinate and deliver all aspects of the NCS Skill Booster programme within Coventry partner schools. 

Staff Management

· To supervise all NCS staff while delivering on NCS programmes. 
· To supervise and evaluate the performance of all  NCS Casual staff delivering on programmes. 
Other

· To agree to abide by a code of conduct and carry out duties in accordance with SBitC policies and procedures; including equal opportunities, GDPR, equality and diversity, safeguarding health and safety at work, etc.

· To undertake other duties and responsibilities as required from time to time commensurate with the grade of the post. 
· To represent Coventry City FC and SBitC in a professional manner at all times; to include dress, presentation, hygiene, attitude, conduct and professionalism.


	Essential Competencies:

· Accurate and diligent

· Integrity and conscientious 

· Team player

· Communication skills

· Customer care


	Person Specification

	Qualities
	Essential
	Desirable
	Measure

	Skills and Qualifications
	Degree in relevant subject (e.g. Sport)
	
	(
	Application

	
	FA Level 1 in Coaching Football (or above)
	
	(
	Application

	
	Tutor qualification (e.g. Level 1, Sports Leaders or JFO Tutor)
	
	(
	Application

	
	Level 2 Youth Worker Award
	(
	
	Application

	
	Level 3 Youth Worker Award
	
	(
	Application

	
	Teaching Qualification - i.e PTTLS, CTTLS or equivalent
	
	(
	Application

	
	Up-to-date Safeguarding and First Aid Qualifications
	
	(
	Application

	
	Member of the FA Licensed Coaches Club
	
	(
	Application

	
	Ability to work under own initiative and meet timescales
	(
	
	Application & Interview

	
	Strong interpersonal skills for communicating with a range of people and partners
	(
	
	Application & Interview

	
	Excellent planning, organisational & time-management skills
	(
	
	Application & Interview

	
	Competent IT skills (including Microsoft Office)
	(
	
	Application & Interview

	
	To work under own initiative and be pro-active in driving the projects forward
	(
	
	Application & Interview

	Knowledge and Experience
	Relevant knowledge of the NCS Programme (Minimum 2 years)
	(
	
	Application & Interview

	
	Experience of developing and building strong professional relationships in schools and other partners that can support the NCS project. 
	(
	
	Application & Interview

	
	Experience of designing and delivering high quality and varied programme proposals tailored to young people.
	(
	
	Application & Interview

	
	Experience of planning and leading CPD sessions to support staff or volunteers
	
	(
	Application & Interview

	
	Knowledge and understanding of the barriers to participation in areas of deprivation.
	
	(
	Application & Interview

	
	Understanding of safeguarding, health and safety and equality principles, policies and procedures
	(
	
	Interview

	
	Experience of data collection for monitoring and evaluation purposes 
	(
	
	Application & Interview

	
	Experience of working within a budget, following financial processes (such as cash handling)
	(
	
	Interview

	
	Experience of working with disabled participants in a sporting environment.
	
	(
	Application & Interview

	
	Experience of working with disaffected young people (including those within the youth justice system or NEET young people).
	(
	
	Application & Interview

	
	Experience of event management
	
	(
	Application & Interview

	
	Experience of co-ordinating/project planning and implementation within a sporting or Community environment.
	(
	
	Application & Interview

	
	A good understanding of community sport and social inclusion principles. 
	
	(
	Interview

	
	Comprehensive understanding of the importance of providing a high-quality experience for customers
	(
	
	Application & Interview

	
	Knowledge and experience of the NCS programme
	(
	
	Application & Interview

	
	Full UK Driving License & access to a suitable vehicle for work
	(
	
	Application & Interview

	
	Positive attitude to work & dedication to making a difference
	(
	
	Interview

	
	Have a clean enhanced DBS check
	(
	
	Interview


Closing Date for Application: Friday 15th April 2022 and application emailed to sam.flatley@sbitc.org.uk 
Interview Date: Must be available either Monday 18th April or Wednesday 20th April for interview. 
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