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PROGRAMME AND ENGAGEMENT COORDINATOR 
(CHILDREN AND YOUNG PEOPLE)

JOB DESCRIPTION
LOCATION:	Children's Health Scotland Headquarters, Stirling. This is a hands-on role combining office-based planning and administration with regular delivery of programmes, workshops, training and events in community, education and healthcare settings across Scotland. Frequent travel is required and occasional overnight stays may be necessary.
HOURS:	28 hours per week, with the potential to increase to full-time (36 hours per week) subject to funding. This is not a standard Monday to Friday role. The successful candidate must be able to work flexibly across the week, including regular evening and Saturday working, to support the delivery of Children's Health Scotland Self-Management Skills programmes, events, training and Health Rights Defenders activities. Occasional overnight stays may also be required. Time off in lieu may be taken for additional hours worked with the agreement of the line manager. No overtime payments are available. 
ANNUAL LEAVE: 	45 days per annum, inclusive of 10 public holidays (pro rata).
ACCOUNTABLE TO:	The post-holder will be line managed by the Chief Executive, who has overall responsibility for performance management, support and supervision, and annual appraisal.
DAY-TO-DAY SUPERVISION: 	The post-holder will work closely with the Officer at Children’s Health Scotland who will provide day-to-day guidance, support, programme coordination and operational supervision.
GRADE and SALARY: 	SCP 21-23 (£31,005 - £32,409 per annum, pro rata). The usual starting salary is SCP 21 (£31,005 pro rata), although consideration may be given to relevant skills, qualifications and experience
CONTRACT: 	This position is fixed-term until 31 March 2027 and subject to the successful completion of a 6-month probation period. Children’s Health Scotland has a strong track record of securing funding, and it is hoped the post will continue beyond this date, subject to funding availability.



JOB PURPOSE
The Programme and Engagement Coordinator will play a key role in the planning, coordination and delivery of Children's Health Scotland's Self-Management Skills Programmes, training, events and participation activities for children, young people and families across Scotland. 
Working within a rights-based and trauma-informed framework, the post-holder will create safe, engaging and enjoyable opportunities that support children and young people to build confidence, wellbeing, self-management skills and meaningful connections with others. The role will involve the direct delivery of programmes and activities, including evening and weekend work, as well as developing positive relationships with families, volunteers, schools, NHS services and partner organisations. 
The Programme and Engagement Coordinator will coordinate the recruitment of children, and support their engagement and progression across Children's Health Scotland's services, contributing to monitoring and evaluation activities, assisting with funding reports, and helping to promote the charity's work through case studies, newsletters, social media and other communications. The post-holder will report to the Chief Executive and take day-to-day direction from the Officer in relation to the planning, coordination and delivery of services.
The Programme and Engagement Coordinator will be responsible for:
1. Coordinating, delivering and evaluating programmes, workshops and participation activities for children, young people and families, including recruitment, assessment, engagement, preparation, follow-up support and progression into ongoing Children's Health Scotland opportunities. 
2. Supporting the delivery and development of Health Rights Defenders, Self-Management Skills (SMS) Programmes, SMS:HUB and other funded activities. 
3. Building and maintaining positive relationships with participants, families, volunteers, schools, NHS services and partner organisations. 
4. Supporting the planning and delivery of events, campaigns and community engagement activities. 
5. Assisting with monitoring, evaluation, data collection, funding reports and organisational administration. 
6. Supporting communications and promotion to increase awareness of Children's Health Scotland's services, opportunities and impact. 
7. Supporting the recruitment, training and involvement of volunteers and young people in programme delivery and participation activities. 
8. Undertaking any other reasonable duties appropriate to the role as required by the Chief Executive.
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KEY RESPONSIBILITIES
PROGRAMMES, PARTICIPATION AND ENGAGEMENT
Coordinate, deliver and evaluate Children's Health Scotland's programmes, workshops, participation activities and events for children, young people and families across Scotland. This includes supporting recruitment, referrals, participant engagement, pre-programme preparation, programme delivery, follow-up support and progression into other Children's Health Scotland opportunities. Deliver activities using a rights-based, trauma-informed and child-centred approach. Ensure all activities are delivered in accordance with safeguarding, health and safety and Children's Health Scotland policies and procedures. Activities should be creative, engaging and enjoyable, encouraging children and young people to participate, develop friendships and build confidence.
HEALTH RIGHTS DEFENDERS, SMS PROGRAMMES AND SMS:HUB
Coordinate and support the development and delivery of Health Rights Defenders, Self-Management Skills (SMS) Programmes, SMS:HUB, family programmes and other funded activities. Work directly with children and young people to support participation, confidence, wellbeing, self-management skills and understanding of health rights.
PARTNERSHIPS, COMMUNITY ENGAGEMENT AND VOLUNTEERS
Develop and maintain positive relationships with children, young people, families, volunteers, schools, NHS services, local authorities, community organisations and other partners. Support the recruitment, training and involvement of volunteers and young people in programmes, events and participation activities.
MONITORING, EVALUATION AND REPORTING
Maintain accurate records and databases and support the collection, analysis and reporting of monitoring and evaluation information. Assist with funding reports, case studies, outcome measurement and impact reporting to demonstrate the difference Children's Health Scotland makes to children, young people and families.
COMMUNICATIONS AND PROMOTION
Support the promotion of Children's Health Scotland's work through newsletters, website updates, social media, blogs, case studies and other communication channels. Help raise awareness of programmes, events and opportunities for children, young people, families and professionals.
EVENTS AND CAMPAIGNS
Support the planning and delivery of Children's Health Scotland events, campaigns and engagement activities, including Scottish Children's Health Week, the Children's Health Scotland Conference, Bear's Big Adventure Days and other events as required.
ADMINISTRATION
Undertake administrative duties associated with programme delivery, events, participant engagement, communications and organisational operations. This includes maintaining records, responding to enquiries, preparing resources and supporting effective use of organisational systems and databases.



GENERAL
The post-holder will adopt a positive approach to personal and professional development, participating in regular support and supervision meetings and an annual appraisal. They will be expected to work flexibly to meet the needs of children, young people and families, including regular evening and Saturday working. The role will involve attending and supporting programmes, events, conferences and activities across Scotland, including occasional overnight stays where required. The post-holder will comply with all legal, regulatory, safeguarding and organisational requirements and work in accordance with Children's Health Scotland's policies and procedures. They will work collaboratively with colleagues, volunteers, families and partner organisations to help achieve the charity's objectives and undertake any other duties appropriate to the role as reasonably requested by the Chief Executive.

As this post involves working directly with children and young people, the successful applicant will be required to become a member of the PVG Scheme and undergo the appropriate checks through Disclosure Scotland. Given the nature of programme delivery, the role requires flexibility and will include regular evening and Saturday working.


PERSON SPECIFICATION
ESSENTIAL CRITERIA
KNOWLEDGE AND EXPERIENCE
Experience of working directly with children and young people and a clear understanding of how to engage, support and motivate them in a safe, inclusive and enjoyable way. Experience may have been gained through education, health, play, youth work, community learning and development, family support, social care or a related field.
Measures of Success (Key Performance)
· Able to build positive relationships with children, young people and families.
· Delivers programmes and activities to a consistently high standard.
· Creates safe, engaging and inclusive environments for participation.
· Demonstrates a commitment to children's rights and wellbeing.
· Able to work collaboratively with colleagues, volunteers and partner organisations.
· Excellent verbal and written communication skills.
· Strong organisational and planning skills.
· Able to work independently and use initiative.
· Able to work under pressure and manage competing priorities.
· Competent in the use of Microsoft 365 and digital communication platforms.
· Able to represent Children's Health Scotland professionally and positively.
PROGRAMME DELIVERY AND ENGAGEMENT
Ability to coordinate, deliver and evaluate programmes, workshops, events and participation activities for children, young people and families. 
Measures of Success (Key Performance)
· Able to plan and deliver engaging activities for groups of children and young people.
· Confident facilitating both face-to-face and online sessions.
· Skilled in building trust and engagement with participants and families.
· Able to recruit, prepare and support participants before, during and after programmes.
· Able to adapt activities to meet differing needs and abilities.
· Supports positive outcomes relating to confidence, wellbeing, self-management skills and participation.
· Demonstrates a rights-based and trauma-informed approach in all aspects of programme delivery.



PARTNERSHIPS AND RELATIONSHIP BUILDING
Ability to establish and maintain effective working relationships with families, volunteers, schools, NHS services, local authorities and community organisations. 
Measures of Success (Key Performance)
· Develops positive working relationships with partners and stakeholders.
· Maintains effective communication with participants and families.
· Supports the recruitment and involvement of volunteers.
· Works collaboratively with internal and external partners to achieve shared outcomes.
· Acts as a positive ambassador for Children's Health Scotland.
MONITORING, EVALUATION AND ADMINISTRATION
Ability to maintain accurate records and contribute to monitoring, evaluation and reporting requirements. 
Measures of Success (Key Performance)
· Maintains accurate records and databases.
· Collects and records monitoring and evaluation data.
· Contributes to funder reporting and outcome measurement.
· Produces reports and information to agreed deadlines.
· Demonstrates accuracy and attention to detail.
PERSONAL ATTRIBUTES | FUN, CREATIVE AND ENGAGING
The successful candidate will be enthusiastic about working with children and young people and able to create welcoming, inclusive and enjoyable experiences that encourage participation, build confidence and support wellbeing. They will bring energy, creativity and a positive attitude to the role, whilst demonstrating flexibility, resilience and a commitment to Children's Health Scotland's values and rights-based approach.
Measures of Success (Key Performance)
· Enthusiastic, positive and approachable.
· Able to create fun, engaging and inclusive experiences for children and young people.
· Creative and willing to try new ideas and approaches.
· Flexible and adaptable in response to changing needs and priorities.
· Passionate about improving outcomes for children and young people.
· A supportive team player who contributes positively to the culture and values of Children's Health Scotland.
· Ability to work across a range of community, education and healthcare settings throughout Scotland.


COMMUNICATIONS AND PROMOTION
Ability to promote Children's Health Scotland's services and opportunities through a range of communication channels. 
Measures of Success (Key Performance)
· Able to create engaging written content including case studies, blogs and newsletters.
· Supports website and social media activity.
· Promotes programmes and events to children, young people, families and professionals.
· Communicates effectively with a wide range of audiences.
ABILITY TO TRAVEL THROUGHOUT SCOTLAND
Full UK driving licence and access to a car for business use, with a willingness to travel throughout Scotland and transport programme resources and equipment as required. 
DESIRABLE CRITERIA
· Qualification in Teaching, Health Play, Youth Work, Community Learning and Development, Social Care, Education, Health, Childcare or a related field.
· Experience of working with children and young people with long-term health conditions, disabilities or additional support needs.
· Understanding of children's rights, UNCRC, GIRFEC, The Promise and trauma-informed practice.
· Experience of volunteer management.
· Experience of event planning and delivery.
· Experience of working within the third sector.
· Knowledge of safeguarding and child protection procedures.
· Experience of delivering participation and engagement activities with children and young people.
· Experience of planning and delivering activities, workshops, play opportunities or group work for children and young people.
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