                        [image: image1.png]WEST BELFAST
PARTNERSHIP
PAIRTIOCHT
FEIRSTE THIAR




Job Description

Job Title:
Education Coordinator (Secondment Cover)
Salary:
£32,029.00

Hours:
37.5 hours per week (may include some evening and weekend work as necessary)

Annual Leave
30 days annual leave plus 11 statutory days

Location:
Unit 11, Curran House, Twin Spires.

155 Northumberland Street 

Belfast BT13 2JF

Contract:
Fixed term until 31 March 2025 with possible extension subject to funding  

Responsible to:
Education Programme Manager

Accountable to:

CEO, West Belfast Partnership Board

Job Purpose:
West Belfast Partnership Board (WBPB) are seeking a highly motivated candidate to be part of the Education team in WBPB’s DE funded Sharing the Learning Programme. 

The role of the Education Programme Coordinator is to work with the Education Programme Manager to develop, deliver and coordinate education programmes and services aimed at children, young people and families in West Belfast.  The post-holder will assist in the delivery of West Belfast Partnership Board’s Education Strategy through the co-ordination and development of integrated working in the education field through initiatives including those funded by DENI. The Education Programme Coordinator will work with the Education Programme Manager to establish and maintain effective working relations with education practitioners in West Belfast.  The post-holder will also work with the Education Programme Manager to co-ordinate and facilitate the West Belfast Partnership Board’s Education Strategic Steering Group, implementing an agreed programme of work.

Key Tasks and Responsibilities

· The development and implementation of the West Belfast Partnership Board’s Education programme of work. 

· To work with WBPB and education stakeholders to set targets in line with local need, Departmental Priorities for Action and funding requirements. 

· To coordinate the provision of the WBPB GCSE Easter School in collaboration with St Mary’s University College and the post-primary schools in West Belfast.
· To coordinate the provision of GCSE Halloween schools and community based supports
· To manage the provision of the WBPB Summer Transition School in collaboration with St Mary’s University College and the primary and post-primary schools in West Belfast

· To assist in the coordination and support of the Nursery and Primary Area Learning Networking Communities (ALNC) and associated clusters

· To develop a community based After School Providers cluster

· To access/develop staff/parent training programmes based on identified need.

· To collate and generate reports relevant to WBPB Education programmes.

· To work as part of a team with the Chief Executive, Education Programme Manager, independent judges and other colleagues in the West Belfast Partnership Board to ensure effective implementation of the Aisling Education Bursary Awards 
· To develop and maintain good working relationships with community, statutory and voluntary partners in West Belfast to promote effective partnership working to better co-ordinate education services, resources and programmes.

· To contribute to on-going monitoring, evaluation and review of service provision in relation to meeting needs and achieving evidence based outcomes. 

· To participate in meetings and supervision and to access relevant training opportunities as appropriate.
· To maintain professional quality standards of the West Belfast Partnership Board Education pillar and team.
· To comply with West Belfast Partnership Board’s policies and procedures.
· To work in a confidential and professional manner that ensures client welfare and safety is of paramount importance.
· Any other duties as reasonably required by West Belfast Partnership Board that are required for the successful implementation of the Education Programme of Work. 
Person Specification
Essential Criteria 
Education and Experience

1. A relevant third level qualification plus 2 years in the last 4 years of working in
      the community, public or private sectors 

Or

3 years work experience in the last 5 years of working in the community, public or private sectors.

2. A minimum of two years’ experience of working in an education or training setting.
3. A minimum of two years’ experience of project development, coordination and implementation.
4. Experience of building and maintaining interpersonal relationships with a wide range of staff, professionals and service users on a wide range of issues.

5. Knowledge of the needs of children, young people and families in west Belfast and knowledge of services available to meet identified need.  
6. Ability to use ICT packages in recording, evaluating and managing information.
7. Experience of working with a Committee, Board of Management or similar. 

8. Experience of working independently and using initiative to deal with complex issues.
9. The ability to communicate effectively both orally and in writing with a range of key stakeholders.
Skills, abilities and attributes
1. Ability to work in a multi-agency environment.
2. Excellent oral and written communication skills.
3. Proven ability to use MS Office.
4. Proven ability to prioritise work and use organisational skills.
5. Demonstrable commitment to the development of children and young people in the community.
6. Flexible approach to working hours, including some unsocial hours to meet the requirements of the post.
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