Duke of Edinburgh Award and Community Coordinator
Job Description

Job Title:			Duke of Edinburgh Award and Community Coordinator
Hours of work:	20 hrs per week. Flexibility is required to support Duke of Edinburgh activities therefore some evening, overnight and weekend working may be required.
	This is a one year contract.  Should the postholder successfully develop a Duke of Edinburgh’s Award scheme within the club it is expected this post will be made permanent. 
Salary	£18,000 year pro rata, DoE, plus 3% employer pension contribution
Holidays			33 days, including public holidays (pro rata)
Reporting to: 		The Youth Work Manager
Purpose of Job
FetLor Youth Club is a busy and thriving youth centre in the north of Edinburgh. The Club welcomes over 300 young people every week to enjoy a range of clubs and activities. Club events are facilitated by a team of youth workers.  This new post will add to the team that is currently in place. 
We have a strong ethos of providing emotional support to all the young people who choose to spend their time with us.  Every aspect of club life is underpinned by the value we place upon emotional support offered through a listening, non-judgemental and caring practice.
We are keen to develop a Duke of Edinburgh’s Award scheme within FetLor.  This postholder will be responsible for taking this from concept to delivery.
Main Duties

Responsibilities:

Supporting and Listening to Young People:
· Provide a safe and supportive environment for all young people attending our club.
· Listen to their needs, concerns, and aspirations, offering guidance and encouragement.
Putting Young People at the Heart of Activities:
· Ensure that all club activities are designed to engage and benefit the young members, keeping their interests and preferences in mind.
Develop Duke of Edinburgh's Award Scheme:
· Create and implement a comprehensive Duke of Edinburgh's Award scheme tailored to our club members' needs and abilities.
· Plan and coordinate activities for each award level, tracking progress and achievement.
Establish Professional Relationships with DofE Providers:
· Cultivate strong partnerships with DofE Scotland and Edinburgh City Council DofE to access resources, training, and support.
· Stay updated with DofE guidelines and requirements, ensuring adherence to program standards.
Collaborate with Fettes College, Edinburgh:
· Work closely with colleagues at Fettes College who will support the successful delivery of the Duke of Edinburgh's Award.
Develop FetLor Field Trips:
· Create a diverse and engaging scheme of field trips to introduce our members to new places and experiences.
· Consult with young people, parents, and local schools to identify destinations that align with their interests and potential future career paths.
Any other reasonable duties that are appropriate or as directed by the Youth Work Manager, Chief Executive or the Board. 
What we offer
You will be joining a team who take pride in being a close supportive unit committed to the development of young people.  
We are a learning organisation. We offer regular team training.  This includes diversity, leadership and communication training.  We also offer basic insights into child psychology provided by a leading phycologist. 
You will have the opportunity for personal development.  We support our people attend courses across a range of areas including food hygiene, mental health awareness and developing healthy relationships.
We offer a generous and flexible annual leave entitlement.

Please note the post is subject to satisfactory PVG check and references.



FetLor Youth Club – Youth Worker

Person Specification
	Essential
	Desirable

	Education and Qualifications

	· Educated to National 5 level, including English and maths or be able to demonstrate equivalent knowledge.  
· Be or be able to become, a qualified DofE Assessor


	· A qualification in youth work



	Experience
	

	· Previous experience of developing and leading a DofE or similar scheme
· Previous youth work experience
· Ability to manage social media
· Experience of MS Word and Excel

	· Previous experience of working in the voluntary sector


	Knowledge, skills and attributes
	

	· A positive attitude toward supporting all young people 
· Excellent communication and interpersonal skills
· Ability to work positively with people from different backgrounds in a sensitive and respectful way 
· A positive, professional ‘can do’ attitude 
· Strong verbal communication skills
· Commitment to the vision and the values of FetLor Youth Club 




	· Knowledge of the third sector / youth work sector in Edinburgh







