CHARGING UP

SENIOR SERVICE COORDINATOR
(PLAY AND PHVSICAL ACTIVITY)

JOB DESCRIPTION & SPECIFIGATION



SENIOR SERVICE COORDINATOR
(PLAY AND PUBLIC HEALTH) JUB SUM(M)ARV

Senior Service Coordinator (Play and Public Health) Application Form:

https://poweredbycan.uk.deputy.com/jo
bs#/3EfCz0S8bKffrxtSCFOEbH06SqY

Service Manager (Play, Physical Activity and Public Health)

Play Officers, Play Workers and Freelancers

£21149.44 - £22,749.44pa (£26,436.80 to £28,436.80 Pro Rata)

32 hours per week

31st March 2029

Immediate start

PBC HQ - West Bromwich
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Powered By CAN are looking for a creative and passionate
Senior Service Coordinator to join our successful play,
physical activity and public health service. In this role, you
will plan, coordinate, and deliver high-quality extra-curricular
sessions within both local community and educational
settings. We are seeking an individual with a firm grasp of
sector strategy, exceptional relationship management skills,
and the commercial acumen necessary to support our goals
for sustainable growth and high-impact delivery.
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POWERING CHILDREN, YOUNG
PEOPLE
& YOUNG ADULTS TO CHARGE UP
CHANGE!

“ | /Iy

CAN


http://www.poweredbycan.org/

OUR STORY

How we got here....
Powered by CAN works with children, young people and young adults across the Black Country and the wider

Midlands region. Powered by CAN was created, built and developed in Sandwell, and we want to empower

young people from the region to feel the same pride and purpose for their community as we do.

Children, Young People & Young Adults are at the heart of everything we do, and we make sure that we always put
them first by ensuring we always do the following:

+ Champion their rights to co-design, co-create and co-produce and make their voices heard.

» Encourage leadership pathways for their views and voice to be present their local community.

+ Kick starting personal and professional development through a wider offer of experiences

We believe in providing opportunities for children, young people & young adults and we want to support them to

thrive and contribute at every stage of their lives, for a fairer future.

HARNESSING YOUR...
POUVER, POTENTIAL, PROGRESS
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OUR VISION

How we can work together to make a difference...

We want to power up children, young people & young adults to live with pride, purpose and

prepared to make positive life choices.

OUR MISSION

How we can make the change...

Powering children, young people & young adults to lead the change they want to see through the

delivery of services, opportunities & experiences to contribute at every stage of their lives, for a fairer

OUR VALUES

future.

These are at the centre of everything we do...
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OUR SERVICES

GIVIC CHANGE,

PLAY
2 QULTURE

Celebrating culture & civic responsibility through Promoting positive lifestyles and empowering
confidence, creativity & connecting with others... people through participation...

EMPLOVMENT,

WELLBEING EDUCATION

& ENTERPRISE

Taking the time to talk, tackle & transform into Always aiming high, aspiring to achieve &
our true selves... Accelerating your ambitions ...

by

CANl

Powere d by CAN - Recruitment Pack | www.poweredbycan.org


http://www.poweredbycan.org/

OUR OBJECGTIVES

Pride of Place!

To develop collective understanding and knowledge on the identity of
place to strength the services that are relevant to meet the needs of
children, young people & young adults.

o Positive Programmes & Principles!
To deliver ambitious and high quality opportunities and experiences
for children, young people & young adults to strengthen best practice
for the sector to meet soft, hard and transferable skKills.

o Powering Participants & People!
To build on the strengthens and needs of children, young people &
young adults to thrive and be resilient into adulthood.

Pushing Performance & Policy!
To influence policy and investment to prioritise services for
children, young people & young adults.

e Playing our Part!

To ensure our workforce, volunteers, board, volunteers are dynamic,
diverse and driven to be reputable, responsive and represent a rights
based approach for people and place.
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- We are powered both by where we have come from
and the positive energy moving forward with a ‘CAN'
do attitude.

We hope everyone we work with will be able to
power up change!

77
CEO - Jerrel Jackson FRSA MloD MA BA



{ SENIOR SERVICE COORDINATOR

(PLAY AND PUBLIC HEALTH)

mrmmmlmpervise) a wide range of activities,

that are suitable for the age, interests, and needs of children and young people
to engage and be empowered through Play & Public Health.

e To coordinate and oversee the day-to-day operations of the service (e.g. Staff,
Venues, Resources, Supplies, Equipment, Data Management System, Marketing,
Risk assessments) in line with service/programming requirements.

e To active co-design and consult with service users in the planning, delivery and
development of activities (e.g. Collectives/Ambassadors/Advisors/Management
Board)

e To actively promote and support the safeguarding of children/young
people/young adults, ensuring that all staff (including volunteers and freelance
staff) adhere to policies and procedures

e To ensure all appropriate health and safety/reporting measures are in place and
adhere to on a daily basis that compiles to all required policies and procedures.

e To assist and prepare budgets and regular financial reports, forecasts, and
presentations to Line Manager and Senior management.

e To provide a high level of customer service to deal with internal and external
enquiries of the service and provide/send/share appropriate information in a
timely manner
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DUTIES & RESPONSIBILITIES

Staff Management & Leadership

e Line Management Responsibility: Act as the formal line manager for a designated team of staff,
volunteers, and freelancers; overseeing recruitment induction, and the day-to-day management of
performance and conduct.

e Performance & Appraisal: Lead the formal appraisal process for the frontline team, setting individual
KPls in alignment with departmental goals and conducting regular 1-to-1s to ensure high standards of
delivery.

e  Workforce Planning: Design and manage staff rotas and deployment across multiple venues, ensuring
optimal staffing levels and skills-mix to meet service requirements.

e Team Development: Take full ownership of the team's professional development; identifying training
gaps, coaching staff through complex operational challenges, and fostering a collaborative, inclusive
team culture.

e Escalation & Reporting: Serve as the first point of contact for staff grievances or complex HR issues,
resolving matters at the operational level and escalating critical concerns to the Department Manager
as necessary.

e Communication Flow: Chair weekly staff meetings to cascade departmental updates from the
Manager and ensure bottom-up feedback is captured and reported back to Senior Leadership.
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DUTIES & RESPONSIBILITIES

STRATEGY & SUSTAINABILITY

e To align and implement local-national policies/strategies/practices to through all our services. (e.g
Play England, Ofsted, National Youth Agency, Public Health England,) to raise awareness of our
service/organisation.

e To develop and execute business strategies by identifying and pursue income generating
opportunities, to drive sustainability and profitability to strengthen the growth of our
services/organisation into existing or new markets.

e To build and maintain strategic partnerships with organisations and businesses to expand the brand
and revenue opportunities.

e To support the design and development of service through fundraising/grant applications and
assisting with maintain relationships

MONITORING, IMPACT & EVALUATION

e To coordinate and maintain the collection of data insight (eg service user records, attendance,
outcomes, case studies) and analyse data against required key performance indicators set by Line
Manager, to measure the impact, effectiveness and evaluation of our services. This will also includ
producing reports/documents (including digital assets) required by management or stakeholders

e To oversee appropriate quality assurance management and auditing requirements throughout
services.
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DUTIES & RESPONSIBILITIES

MARKETING, PROMOTION & RELATIONSHIPS - 9

EQUAL OPPORTUNITIES AND SAFEGUARDING

To collaborate with the marketing team to create and execute marketing and promotional campaigns
that enhance our visibility, participation and revenue.

To actively identify and be involved in local/ regional/national opportunities (eg
forums/partnerships/conferences) to influence, share and promote the work of the
service/organisation.

To actively build and maintain positive and professional relationships with stakeholders and partners
(Local to national) to encourage the design and development of our service/organisation.

To develop and maintain good relationships and communication with responsible adults of service
users and all relevant parties to facilitate day-to-day participation and engagement.

To collaborate and coordinate the planning and implementing promotional and organisational
awareness events (e.g. open days, fundraiser, competitions, taster sessions)

To work within the organisation's safeguarding and equal opportunities policies to ensure allocated
staff and practitioners line managed by the role work within the organisation's safeguarding and
equal opportunities policies.

To undertake relevant risk assessments before undertaking events/projects/activities for which the
role has direct responsibility.
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DUTIES & RESPONSIBILITIES

GENERAL RESPONSIBILITIES

To support and motivate the team to drive performance.

To represent the organisation within local and regional networks of supporters and stakeholders.
To participate in regular team meetings and supervision meetings.

Attend ideas meetings and contribute to discussions about the future of PbC.

To identify personal development and training opportunities for self and team & disseminate CDP &
training opportunities to PbC staff.

To contribute ideas that may support the ongoing development of the organisation.
To contribute to the programming and administration of bespoke commissioned services.
To ensure confidentiality within the organisation at all times.

To participate in activities which fall outside of normal working hours as required, e.g. Training, Staff
Meetings, Recruitment/Engagement events, fundraising events, etc.

To undertake such other duties and responsibilities of an equivalent nature as may be determined
from time to time by SLT
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SENIOR SERVICE COORDINATOR

(PLAY AND PUBLIC HEALTH)
PERSON SPECIFICATION

ESSENTIAL
e A minimum of 2-3 years of management/coordination or team leading experience.

e A minimum of 2-3 years of coordinating/managing the delivering play, physical activity or public
health services.

e Hold a relevant play, physical activity or public health qualification, or be willing to work towards
one.

e Arecognised qualification at level 3 above specific to the role (or willing to work towards)

e Akeen and active interest in the vision and purpose of PbC and a knowledge of the culture,
creative, education and youth sectors.

e  Working knowledge of the Black Country and surrounding areas (including knowledge of
marginalised communities).

e Understanding of the importance of Health & Safety in the workplace

e Completion of Safeguarding Awareness/Child Protection course.

e Health & Safety and First Aid certificate

e  Ability to work towards targets and specific Key performance indicators.
e Ability to use data management systems.

e Torespond to new challenges with agility and a proactive approach with an understanding of
equal opportunities and cultural diversity issues in the delivery of our services.

e To work effectively independently and collaborate on a daily basis.
e  Working knowledge of relevant software packages (Microsoft Office Suite, Google).
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SENIOR SERVICE COORDINATOR

(PLAY AND PUBLIC HEALTH)
PERSON SPECIFICATION

DESIRABLE
e A Level 3 qualification specific to managing or leading a team.
e  Experiences of commercial sales or bid/fundraising.
e Compiling reports at a senior management level or external stakeholders.
e Able to work in small teams
e Facilitated independently supervisions/meetings with staff members.
e Have access or own your own vehicle
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FURTHER
INFORIVIATION

Application Process:

Stage 1- Informal 30/60 minute conversation

Stage 2 - Formal Interview (including Presentation or Practical)
Contact Information:

jobs@poweredbycan.org or 0121 530 8451

DBS and Reference

This role is subject to a clear enhanced DBS and satisfactory

Employment/Character references.

Please note we are currently using a new application system,
so if you face any technical difficulties please email
jobs@poweredbycan.org



