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Job Description
Post: 


Programme Coordinator 
Salary: 

£21,840 PA (pro rata) plus 5% pension contribution 
21 hours per week  
Working from home with occasional in person meetings.
Responsible to: 
Employment Programme Lead
Main Purpose of Post:
The Programme Coordinator will play a key role in supporting Down’s Syndrome Scotlands ‘Ready Willing and Able’ Inclusive Employment Programme; helping to deliver effective, responsive services to both internal and external stakeholders. This position requires a flexible, organised individual with strong communication and administrative skills. The coordinator will work closely with the Programme Lead, Mentor Support Worker, mentors, and volunteers to ensure smooth operation and ongoing support for the programme’s goals.
Main Responsibilities of Post:
Administration and Communication
1. Manage and monitor email inboxes, route inquiries to the appropriate team members.

2. Respond to telephone calls, redirecting as needed, and follow up on messages.

3. Send communications to members, programme participants, external partners & employers as required.

4. Keep records and update the in-house database with participant details, employer contacts, and programme notes.

5. Handle general enquiries by phone and email with a friendly and professional approach.

Meeting and Space Coordination
6. Book and arrange meeting rooms and venues for programme-related meetings, recruitment events, and other small gatherings.

7. Support logistical needs for in-person meetings, ensuring necessary materials and arrangements are prepared.

8. Assist with travel logistics/arrangements for the Employment team members attending meetings or events, as required.

Programme Support
9. Work collaboratively with the Mentor Support Officer to coordinate schedules for mentoring sessions (where required)
10. Providing admin support to mentors and volunteers in their roles, providing guidance and assisting with any logistical needs when required

11. Assist with volunteer onboarding, including gathering necessary paperwork and providing initial support.

12. Maintain an updated calendar of meetings, training sessions, and key programme dates.

Documentation and Reporting
13. Maintain accurate and organised records for all programme activities, ensuring compliance with confidentiality policies.

14. Assist the Programme Lead with preparing programme reports, gathering data and feedback from participants.

15. Track programme KPIs, feedback and other metrics, as directed by the Programme Lead.

16. Distribute newsletters, updates, or briefing documents for the Programme Lead as required.

General Tasks
17. Provide occasional administrative support for specific projects or initiatives.

18. Liaise with employers or service providers for programme needs when required.

19. Attend programme-related events, meetings, and conferences to support programme activities and represent the organisation as required. 
20. Maintain and complete agreed administration and reporting systems and contribute to the development of such.

21. Ensure the recording and reporting of statistical information, monitoring and evaluation procedures are all adhered to.

22. Ensure that as an individual, you adhere to Health and Safety requirements, policies and procedures, identifying and reporting concerns where these arise.

23. Take an active professional role in your own supervision, annual appraisal and agreed training.

24. Undertake other duties as from time to time determined to ensure efficient operation of the organisation. 

25. Work with DSS wider staff team attending meetings and training.  

Routine Communications:
Internal: All staff and volunteers within Down’s Syndrome Scotland, members of the Board of Trustees, local Branches and members of the charity.
External: Parents and other family members, prospective employment partners, other charities, local authorities, schools and colleges, health and social care professionals and relevant Scottish Government officials..

Please note: This job description does not represent an exhaustive list of responsibilities and tasks, but indicates the main responsibilities required from an employee in the role.  We reserve the right to require employees to perform other duties from time to time.  In addition, we reserve the right to vary or amend the duties and responsibilities of the post holder at any time, according to the needs of the organisation.
Demands of the post:

The requirement to work evening and weekends as necessary to ensure appropriate operational service delivery, fulfilment of duties and to participate in Down’s Syndrome Scotland events e.g., conferences, for which time off in lieu will be authorised.
Programme Coordinator – Person Specification

Essential Skills & Qualifications:
· Experience: Previous experience in a coordinator or administrative support role, ideally in a programme or non-profit setting

· Organisation: Highly organised, with an ability to manage multiple tasks, prioritise workload, and meet deadlines.

· Communication: Strong written and verbal communication skills; professional telephone manner.

· IT Skills: Proficient in Microsoft Office (Word, Excel, Outlook), Teams/Zoom platforms and experience with databases or CRM systems.
· Previous experience of creating easy read publications and communications
· Teamwork: A collaborative approach, able to work effectively with colleagues, volunteers, and employers.

· Initiative: Proactive and adaptable, with an ability to take ownership of tasks and work independently.

· Attention to Detail: High level of accuracy in handling data and documentation.

Desirable Skills & Qualifications:
· Experience in the Disability or Employment Sector: Familiarity with issues related to disability, inclusion, and supported employment programmes.

· Meeting and Space Coordination: Comfortable coordinating meeting spaces and basic logistics for meetings or recruitment events.

· Database Management: Experience in updating and managing participant data, with an understanding of confidentiality practices.
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