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	One Community Scotland
Programme Support Coordinator – Glasgow
Salary £ 26,000.00  per annum pro rata
Hours: 16 (including Evening and Weekends)
Contract: Part-time, fixed term contract 
Location: Glasgow
Responsible to: Operations Lead


Job Description 

About One Community Scotland

One Community Scotland (OCS) is a youth-led organisation committed to supporting young people from ethnic minority communities to settle, participate and thrive in Scotland.

We work with young people from a range of backgrounds and circumstances.   Many of the youth people currently accessing our programmes are New Scots, refugees and asylum seekers.   However, our services are available to any young person who may benefit.

One Community Scotland works to reduce barriers, create opportunities and support young people to develop confidence, skills and positive connections within their communities.   We provide opportunities and support relating to education, employment, personal development, volunteering, community participation and wellbeing.

One Community Scotland is committed to anti-racist practice, children’s rights, equality and inclusion, and trauma-informed approaches across all aspects of our work.

Main Purpose of the Role

The Programme Support Coordinator will provide administrative, operational, coordination and communications support to ensure the smooth and effective delivery of One Community Scotland’s programmes.

Working closely with the Operations Lead, youth workers, programme delivery staff and sessional workers, the postholder will provide practical support across programme administration, staff coordination, monitoring and evaluation, communication and social media.

The post holder will contribute to an organised, professional and welcoming environment that enables OCS staff and volunteers to deliver effective support to young people.





Key Responsibilities

1. Programme and Administrative Support

· Provide effective administrative support to youth workers and programme delivery staff.
· Assist with planning the planning, coordination and facilitation of workshops, youth activities, events and programme activities 
· Support staff with the preparation of programme materials, resources, attendance records and other documentation.
· Assist with the organisation and administration of programme activities
· Maintain accurate and up to date records and documentation.
· Support the collection and recording of attendance, participation and other relevant programme information.
· Assist with the collation and completion of monitoring, evaluation and reporting requirements.
· Ensure information is maintained securely and confidentially in accordance with OCS policies and relevant legislation.

2. Operational Support

· Support the day-to-day operational functions of One Community Scotland as directed by the Operations Lead.
· Oversee and coordinate sessional staff schedules and planned programme hours.
· Assist with the onboarding and induction of new sessional staff.
· Support the administration of sessional staff arrangements.
· Assist with the coordination of staff cover and programme requirements where necessary.
· Contribute to the development, implementation and review of the operational procedures and systems.
· Identify operational issues and bring these to the attention of the Operations Lead.
· Support the team to ensure organisational policies and procedures are followed.

3. Monitoring, Evaluation and Reporting

· Support programme staff with the collection and recording of monitoring information.
· Maintain accurate programme records and databases.
· Assist with the preparation of information required for funder and organisational reporting.
· Support the collection of evidence demonstrating programme outcomes and impact.
· Assist with the evaluation of activities and contribute to identifying areas for improvement.
· Ensure records are accurate, appropriately stored and maintained in accordance with data protection and confidentiality requirements.



4. Communications and Social Media

· Manage and maintain One Community Scotland’s social media accounts.
· Develop engaging, relevant and appropriate social media content.
· Promote One Community Scotland programmes, activities, events and achievements through appropriate communication channels.
· Support the development of newsletters, organisational updates and other communications materials.
· Assist with the development of promotional materials for programmes and events. 
· Maintain a consistent, positive and professional online presence for One Community Scotland.
· Support the collection and preparation of appropriate photographs, stories and other content, ensuring relevant permissions are obtained.
· Ensure communications reflect One Community Scotland’s values and commitment to equality, diversity and inclusion.

5. Team and Organisational Support

· Attend and contribute to team meetings as required.
· Take accurate minutes of meetings and circulate actions where required.
· Support effective communication between operational and programme delivery staff.
· Work collaboratively with youth workers, sessional staff, volunteers and other members of the OCS team.
· Support the organisation of meetings, workshops, events and other activities.
· Represent One Community Scotland in a professional and positive manner.
· Undertake any other duties commensurate with the role as directed by the Line Manager.

6. Safeguarding and Professional Responsibilities

· Comply with One Community Scotland’s policies and procedures, including safeguarding, child protection, health and safety, equality, confidentiality and data protection.
· Report any safeguarding, welfare or other concerns to the appropriate member of staff in accordance with organisational procedures.
· Maintain appropriate professional boundaries when working with young people, staff, volunteers and partner organisations.
· Respect the confidentiality, dignity and rights of all young people accessing OCS services.
· Participate in relevant training and professional development as required.




Person Specification
	
	Essential
	Desirable

	Experience 
	· Experience of providing administrative and/or coordination support
· Experience of working effectively as part of a team.
· Experience of maintaining accurate records and documentation.
· Experience of managing competing priorities and organising workload effectively.
· Experience of using social media for organisational, community or professional purposes.
· Experience of working with people from a range of backgrounds
· Experience of working independently and using initiative.
· Experience of maintaining confidentiality and handling information appropriately.
	· Experience of working within the voluntary, community, youth or charitable sector.
· Experience of working with young people.
· Experience of working with New Scots, refugees or asylum seekers.
· Experience of coordinating sessional, freelance or volunteer staff.
· Experience of programme monitoring, evaluation or reporting.
· Experience of organizing workshops, events or community activities
· Experience of minute taking
· Experience of developing newsletters or other communications materials

	Knowledge
	· Understanding the importance of equality, diversity and inclusion
· Understanding of the importance of confidentiality and data protection.
· Understanding of the challenges and barriers that young people may face in accessing education, employment, training and community opportunities.
· Understanding of professional boundaries when working with young people.
· Good understanding of the role of effective administration in supporting programme delivery.
· 
	· Knowledge of issues affecting New Scots, refugees and asylum seekers
· Knowledge of local community and support organisations.
· Understanding of safeguarding and child protection.
· Understanding of monitoring and evaluation processes
· Awareness of anti-racist practice, children’s rights and trauma informed approached.

	Qualifications
	· Relevant qualification or equivalent experience in administration, business support, community work, communications or related areas.
· Relevant safeguarding/child protection training or willingness to complete appropriate training on appointment
· Willingness to undertake any training required for the role.

	· Qualification in administration, community development, youth work, communications or related discipline
· Training or qualification in social media, digital communications or marketing.
· Mental Health First Aid or similar relevant training
· Minute-taking or business administration training
· Relevant training relating to equality, diversity and inclusion.

	Personal Skills and Attributes
	· Highly organized with excellent attention to detail
· Reliable, professional and consistent.
· Positive, approachable and supportive.
· Excellent verbal and written communication skills.
· Able to communicate effectively with people from a range of cultural, social and personal backgrounds.
· Flexible and adaptable to the changing needs of a developing organization.
· Self-Motivated and able to work independently.
· Able to work effectively as part of a small team.
· Able to manage competing priorities and meet deadlines.
· Calm and professional when working under pressure.
· Demonstrate empathy, respect and a non-judgmental approach.
· Committed to equality, diversity and inclusion.
· Committed to improving opportunities and outcomes for young people.
· Willingness to work flexibly, including evenings and weekends, in line with programme requirements.
	

	Professional skills
	· Good IT skills and confidence using Microsoft Word, Excel, PowerPoint, email and similar systems.
· Ability to maintain accurate records and undertake data entry.
· Good organizational and time management skills.
· Ability to produce clear and professional written communications.
· Ability to use social media platforms appropriately and professionally.
· Ability to prioritise tasks and manage deadlines
· Ability to maintain confidentiality and handle sensitive information appropriately.
· Ability to identify issues and seek appropriate advice or support.
· Good interpersonal and relationship-building skills.
	· Experience in managing organizational social media accounts.
· Experience in using databases or online monitoring systems.
· Experience in producing newsletters or digital communications.
· Experience of monitoring and evaluation systems.
· Experience in working with Microsoft 365, Google Workspace or similar platforms.






Safeguarding

One Community Scotland is committed to Safeguarding and promoting the welfare of children and young people.

The successful applicant will be required to comply with all relevant One Community Scotland safeguarding and child protection policies and procedures and will be required to become a member of the Protecting Vulnerable Groups (PVG) Scheme.

Equality, Diversity and Inclusion

One Community Scotland is committed to equality, diversity and inclusion and welcomes applications from people from all backgrounds.

We particularly value the skills, experience and perspectives of people who reflect the diverse communities with whom we work.

All applicants will be assessed fairly against the requirements of the role.

General.
This job description and person specification are intended to provide an outline of the duties, responsibilities, skills and experience required for the role.   They are not exhaustive and may be reviewed and amended in consultation with the postholder to reflect the developing needs of One Community Scotland.

The postholder will be expected to undertake other reasonable duties commensurate with the level and purpose of the role, as directed by the Line Manager.
One Community Scotland is committed to anti-racist practice, children’s rights, equality and inclusion, and trauma-informed approached in all aspects of its work.
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