
Job Description
	TITLE: SKILLS & DEVELOPMENT COORDINATOR (NEW SCOTS) 
	DATE PREPARED:  12TH APRIL 2021

	SALARY: £23,288.30 PRO RATA
	LOCATION/ DEPARTMENT: GLASGOW

	HOURS WORKED:  22.5 HOURS
	REPORTS TO: SKILLS AND DEVELOPMENT LEAD



	
JOB PURPOSE:
The Skills & Development Coordinator will be responsible for managing a programme of cycling activities and volunteer development opportunities specifically for New Scots (asylum seekers, refugees, and migrants with NRPF) living in Glasgow and the surrounding areas.

This project includes regular cycling activities, training and development opportunities as well as longer-term volunteering opportunities.  The ability to manage and oversee the development of the project is essential as is the ability to support, mentor and champion people who are new to Glasgow. 



	
PRINCIPAL ACCOUNTABILITIES:
1. Strengthen and build relationships with a variety of other community organisations, in order to ensure the project reaches and benefits the New Scots across the city. 
2. Pro-actively recruit participants for the programme through outreach visits to partner organisations
3. Coordinate a programme of cycling activities directly with service users and project partners. 
4. Coordinate regular social and development opportunities for service users.
5. Maintain a comprehensive and up-to-date knowledge of other services and provision locally, ensuring that service users are made aware of the best support available to them
6. Implement a monitoring and evaluation plan for the project and ensure feedback is collected on a regular basis
7. Manage all reporting requirements and manage relationships with funding bodies
8. Support, supervise and coach the Skills & Development Practitioner (New Scots).
9. Ensure that the project is being delivered in line with funding requirements and meets the needs of service users.
10. Manage the project budget
11. Utilise participant feedback to amend the programme schedule and volunteer opportunities as required
12. Contribute to the strategic development of the Community Outreach Department and wider organisation. 
13. Assist in the delivery of drop-in sessions - including group rides and maintenance-focused session
14. Monitor the development of each service user on an ongoing basis via regular check-ins, ensure they are receiving the support and development opportunities that they need
15. Assist volunteers to pursue further opportunities, be that with partner cycling organisations or elsewhere
16. Sit on the Bike for Good Safeguarding Working Group, and ensure that the safety of our service users is considered at all times










	
KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED (THE PERSON SPECIFICATION)

Essential

· Previous experience of leading services designed by and for the refugee and asylum seeking communtiy.
· Knowledge and/or lived experience of the UK asylum process, and the issues affecting those currently in the asylum system.
· Experience of working within a community setting with individuals from a diverse range of backgrounds
· Experience of recruiting, training, managing and supervising a diverse range of staff or volunteers.
· Experience of working in services which deliver positive outcomes.
· Empathetic and friendly individual with proven ability to lead, motivate and manage project participants
· Self-motivated and can use own initiative to drive projects forward 
· Experience of networking and working in partnership with other community organisations
· Able to form strong and appropriate relationships, demonstrating excellent communication skills at all levels
· An understanding of the principles and implementation of an Equal Opportunities Policy, Safeguarding Policy and Health and Safety Policies
· Experience of project evaluation and improving services through user feedback 
· Good organisation and time management skills; able to prioritise workloads effectively and meet deadlines and monitor outcomes 
· Good ICT skills including spreadsheets and word processing
· Experience of report writing and fundraising 
· Experience of budget management

Desirable 

· Formal qualification in Community Development or similar 
· Evidence of a commitment to continuing learning and professional development.
· Experience of delivering cycling/bike related projects 
· Cycle Trainer Qualification 
· Basic knowledge of bicycle mechanics 


	This is a fixed term two year post to 31st March 2023 with continuation subject to further funding.
Closing date: Wednesday 28 April at 12 noon and interviews will be held on Wednesday 5 May. 



