Yate town council

JOB DESCRIPTION

JOB TITLE: 

YOUTH COORDINATOR





GRADE: 

H9

HOURS: 

16HPW

REPORTS TO:  
SENIOR YOUTH COORDINATOR
TEAM: 

COMMUNITY PROJECTS
1.
JOB PURPOSE

To provide a welcoming, safe and enjoyable experience for young people and members of the public.
Working directly with young people and under the direction of the Senior Youth Coordinator, planning and delivering varied and exciting events that are valued and used by large numbers of young people with high levels of customer satisfaction.
To supervise venue staff and volunteers and act as the leader in charge for open sessions, under the general direction of the Senior Youth Coordinator.  

2.
MAIN DUTIES

· Supervise facilities and services that are open to young people, at Armadillo or other community settings, including detached, and to act as front of house supervisor when on duty. This includes providing clear direction to customers regarding acceptable behaviour, handling non-compliance in an appropriate and effective manner and being responsible for safeguarding issues. Providing leadership when the project is open to customers, under the general direction of the Senior Youth Coordinator. 
· In the absence of the Senior Youth Coordinator, to supervise and coordinate Venue Assistant team and volunteers, to ensure youth facilities and services are delivered to a high standard, as directed by the Senior Youth Coordinator (in their absence, direction will be given by the Venue Operations Officer and/or Community Projects Manager).

· Provide excellent and effective styles of communication to all staff and customers of the Armadillo including working closely with young persons’ to ensure their influence in generating ideas and events for the venue.

· Work with the Senior Youth Coordinator to ensure user groups and potential user groups have the required facilities for their use of the Armadillo.
· Highlight possible business opportunities to the Senior Youth Coordinator and/or Venues Operations Officer.
· Assist the Senior Youth Coordinator in the running, promotion, marketing and development of events. Contribute to the planning of all events including setting up equipment in preparation for them.

· Ensure reconciliation and banking of cash takings following venue opening sessions as required.
· Ensure high standards of presentation and maintenance throughout the venue and grounds by reporting any issues, damage, repairs as appropriate.

· Carry out established checks as directed ensuring that health & safety, risk assessments, COSHH, fire and security systems and property appliances report any issues as appropriate. 
· When acting as the leader in charge:
· oversee and allocate work, check and monitor standards and provide advice and direction relating to tasks and running of events.  Following the established procedures, 
· arrange cover in the event of staff absence. 
3.
DIMENSIONS

The facility will have extended opening hours, it is available for community use x7 days a week and could be used by up to 200 young people per open session.
The post holder will have no budgetary responsibility.
4.
JOB CONTEXT

Armadillo has its own semi-commercial ethos where young people are treated as customers and are offered business opportunities. The role may also support, other Yate Town Council’s community provisions.


The Armadillo Youth Café and Venue is a facility for:

· young people aged between 10 & 17, offering age related youth sessions across the week (primarily weekday evenings and Saturdays);

· The venue consists of a café, space for entertainment, and a cinema;

· Weekly senior citizens events e.g cinema and coffee morning;

· weekly community events such as Community Cinema; 
· hire for social, community and corporate use, across all sections of the community. 


5.
SUPERVISION AND WORK PLANNING

The post holder will be line managed by the Senior Youth Coordinator.  
The Venue Operations Officer will assist the Youth Coordinator in managing venue staff, in the absence of the Senior Youth Coordinator.  

Matters relating to youth delivery will be strategically line managed by the Community Projects Manager. The Venue Operations Officer and Senior Youth Coordinator, are responsible for escalating youth matters to the Community Projects Manager.
The postholder has line management and supervisory responsibility for the Venue Assistants, and volunteers and will act as the leader in charge for open sessions (in the absence of the Senior Youth Coordinator).  They will provide direction and issue work instructions to staff and assist the Senior Youth Coordinator, who line manages all Venue Assistants and volunteers assigned to youth sessions.
6.
PROBLEMS AND DECISIONS

There are procedures in place which will help the post holder resolve problems and guide them in how to carry out duties.

The postholder will be responsible for ensuring that all behaviour & standards are adhered to by customers and that they, or the Venue Assistants, handle issues within the set guidelines ensuring everyone within and around the venue is safe.

The postholder will be responsible for cash handling and reconciliation and reporting and addressing variances that may occur.
In the absence of either the Senior Youth Coordinator or the Venues Operations Officer, the post holder may be required to make decisions regarding arrangements for specific sessions (i.e. if there is an unexpected staff shortage resulting in inadequate staff / customer ratio). This includes following established procedures for staff cover and/or the closure of certain rooms/ facilities.  
The post holder will refer staffing issues to the Senior Youth Coordinator, in their absence the Venue Operations Officer or Community Projects Manager. In the absence of the Senior Youth Coordinator, they will supervise venue staff and deal with daily issues that arise, in line with Council policies and procedures i.e. staff turning up to work late, any immediate performance issues, undertaking return to work discussions.
They will be a designated Safeguarding Officer at the Armadillo, working in a team of safeguarding officers (Senior Youth Coordinator, Venue Operations Officer, Assistant Venue Operations Officer, Community Projects Manager and Town Clerk). In the absence of the Senior Youth Officer and the Venue Operations Officer, they will be responsible for reporting all safeguarding matters to the appropriate authorities (e.g. South Glos Council Access and Response, children and vulnerable adult services, emergency services) and the Community Projects Manager. 

The Senior Youth Officer and the Youth Coordinator will be assigned to an on-call rota, to offer safeguarding support to venue assistant teams, where there may be absences in the Youth Leadership team. In exceptional circumstances, where neither the Senior Youth Officer or the Youth Coordinator are available, the Venue Operations Officer and the Community Projects Manager will provide on call safeguarding support to the youth team.
7.
CONTACTS

Immediate team:

· Senior Youth Coordinator - Line Manager
· Assistant Venue Operations Officer

· Youth Coordinator 

· Armadillo Apprentice 

· Venue Assistants – as leader in charge & colleague

· Volunteers – as leader in charge & colleague

Community Projects team:

· Community Projects Manager 

· Community Projects Officer

· Community Projects Assistant 

Wider team:

· Yate Town Council staff, apprentices, volunteers and casual workers. 
· Yate Town Council Estates team – regarding emergency repair & maintenance issues relating to the upkeep of the building.

Community & customers:

· Armadillo Youth Cafe users – as customers and stakeholders

· Armadillo users – as customers and stakeholders

· businesses

· service  providers

· Sponsors and external funding providers (e.g grant sourcing);

· schools 

· local / national charities

· Other local or locality youth provision (for example, South Gloucestershire Council commissioned youth services);

· Children and young people’s services/ service providers;

· Employment organisations/ schemes for young people;

· Organisations providing supportive and preventative services to children and young people
8.
KNOWLEDGE, EXPERIENCE AND TRAINING

Essential

1. A vocational qualification e.g. NVQ 3 or equivalent relevant experience.

2. Experience of working in a similar environment, ideally with young people.
3. Knowledge of relevant issues relating to young people including safeguarding requirements.
4. Numeracy skills and ability to manage cash handling and reconciliation.

5. Good communication and relationship building skills.

6. Ability to carry out relevant risk assessments.

7. Ability to be organised and customer focussed.
8. Ability to work as part of a team.
9. A basic working knowledge of health & safety legislation. 

10. DBS requirement and requirement to subscribe to the update service
Desirable
1. Experience of working in a similar setting e.g. retail food outlet, cinema complex and ensuring it is run smoothly and efficiently.
2. Ability to allocate straightforward tasks e.g. allocation and monitoring of work, arranging cover.
3. Some experience of promoting of events/events management.
4. The ability to work under pressure and in a flexible working environment, including working in accordance with rotas.  
9.
PHYSICAL EFFORT AND/OR STRAIN

The post holder may be required to lift and move furniture and equipment.

10.
WORKING ENVIRONMENT

Armadillo, all rooms/facilities which may sometimes be noisy due to music. 

Outreach/detached in the local community, where required.

You will be required to work in accordance with the rotas, working on weekends, evenings and where required, bank holidays. 

11.
EQUIPMENT

The post holder will have responsibilities for ensuring that any faults or breakages of equipment are appropriately reported and replacements requested. This includes:

· Normal Office Equipment

· Catering/Food Preparation Equipment 
· Cleaning Equipment
· Cinema, DJ/Disco and other equipment to support live events

12.
GENERAL

This job description only contains the main duties relating to this post and does not describe in detail all the duties required to carry them out and there will be an expectation that the post holder will carry out other duties that reasonably fall within the general nature of the level of responsibility of the post.

13.
SPECIAL NOTES OR CONDITIONS

The post holder will be based at the Armadillo.  However, they may be required to work at other Town Council settings, and/or outreach in the community. The post holder will be required to work in accordance with the rotas, on evenings and weekends.
The post holder will be subject to a Disclosure and Barring Service Check and will be 
required to subscribe to the portable update service.

If the post holder is convicted of a criminal offence or receives a caution once employed, they must inform the Town Clerk immediately. Failure to do so may result in disciplinary action, which could lead to dismissal. 

The Senior Youth Coordinator and Youth Coordinator should not take leave at the same time. 
The post holder will be required to:

· Undergo any necessary and relevant training in safeguarding and in hospitality and youth work;

· be a first aider;
· obtain food hygiene certification;
· work with the Community Projects Team to support priorities of the wider department, or organisation.
Evaluation Date: August  2022
Effective Date:
1st August 2022
Reference: YCO


YATE TOWN COUNCIL 
EMPLOYEE SPECIFICATION

JOB TITLE: YOUTH COORDINATOR

	ASSESSMENT CRITERIA
	ESSENTIAL


	DESIRABLE

	Qualifications
	A vocational qualification e.g. NVQ 3 or equivalent relevant experience.


	Experience with outreach and/or detached work in the community. 

	Work related experience and Associated Vocational Training


	Experience of working in a similar environment, ideally with young people.

A basic working knowledge of health & safety legislation 

Numeracy skills and evidence of cash handling and reconciliation


	Experience of working in a similar setting e.g. retail food outlet, cinema complex and ensuring it is run smoothly and efficiently 

Some experience of promoting of events/events management



	Other Relevant Experience
	Experience in office management, managing budgets, meeting targets and monitoring turnover, profit & loss.

Experience of working with young people. 
	Successful experience of submitting funding bids to commercial and Charity Sector funders.



	Specialist Knowledge
	Knowledge of relevant issues relating to young people including safeguarding requirements.

A basic working knowledge of health & safety legislation.
	

	Job Related Skills
	A good level of general IT skills and the ability to use, or be trained in the use of, appropriate software packages, e.g. Microsoft Office Suite 
Computer literacy and numeracy skills, required to prepare and write report.
Ability to carry out relevant risk assessments.


	Ability to allocate straightforward tasks e.g. allocation and monitoring of work, arranging cover

Ability to carry out relevant risk assessments.



	Personal Skills
	Good communication and relationship building skills.

Ability to be organised and customer focussed

Ability to work as part of a team


	The ability to work under pressure and in a flexible working environment, including working in accordance with rotas

	Special Working Conditions
	Out of hours working as part of Armadillo rota.  Can be loud music, door management and outdoor areas. 

Occasional out of hours working to attend evening meetings or support events.

DBS requirement and requirement to subscribe to the update service

Food hygiene certification 

First Aider Requirement.

Safeguarding lead officer. 
	


