JOB DESCRIPTION CENTRAL KLUB AND SCHOOLS WORK COORDINATOR FOR KIDZ KLUB LEEDS

HOURS OF WORK: 37.5/week. Flexibility is required (see footnote for details)

HOLIDAYS:  6 weeks -to be taken in the school holidays. Plus bank holidays. Holiday bonus is also offered for length of service. 

Personal development : Retreat day 1/term. Team Prayer day 1/term. Training day 1/term alongside continuous professional development and on job training. 

Salary: £28,000-£29,000 dependent upon experience/qualifications.

Based : Majority from the Kidz Klub Office. Some hybrid hours after probation period. Travel to assemblies across the city.
Pensions: Offered in line with Kidz Klub Leeds Pension Policy.  
REVIEW: This post will be subject to a standard 3 month probationary period review and annual appraisal thereafter. 
START DATE: ASAP


JOB BRIEF: This is a rare and exciting opportunity with responsibility for Coordination of the Central Kidz Klub and our Schools Work in schools. You will work closely with the Charity Leadership Team and our outstanding and experienced Volunteer and Staff Team. 

ABOUT YOU: We seek an experienced, mature, Jesus filled Coordinator to join our team. You will facilitate activities reaching up to 1,000 inner city children with the love of God in word and deed. Working together with our dedicated, passionate and inspiring team of Volunteers and Staff, you will manage our tried and tested frontline model of reaching children at scale through the Central Klub and Schools Work. 

Backed by our partnership of 22 Churches, businesses and the KK network you will bring your gifts of project management, compassion, logistics, people management, communication and initiative. You will be excited about the focus of this role to reach children at scale. You will be motivated to see lasting transformation through the love of God for the children, their families and communities in inner city Leeds.

A team player, you will bring your ability to work alongside people, your humility and your professionalism to the role. You will enjoy being an ambassador for the charity, representing us in Schools and fronting assemblies. If you are someone who is organised, with a track record in ops management. If you are experienced in inner city contexts, in working alongside children and in supporting and coordinating a large team- then this is a role is one that you will absolutely thrive in. 

You will support a large intergenerational team of 50+ Volunteers. You will have a sense of calling to the children, the vision and the cause, joining us as we seek to steward God’s presence, lavish the children and the team with love. You will be passionate about the reach element of our work…oh and of course you will be a fan of custard pies, a creative program and engaging large groups of excited, very special children.  

PERSONAL SPECIFICATION. We are looking for an individual who feels called to Kidz Klub, to the communities we serve and to this role. Whilst this role is varied, training and support is given and areas of focus are agreed quarterly. Our priority is finding someone who is the right fit with the right mix and we are very open to considering transferrable skills/experience. Presentation and project management skills are key to this role. Our job descriptions are detailed- not every item listed happens all at the same time. We have a rhythm of termly planning and reflection.  

ESSENTIAL
· A genuine occupational requirement of this role. The postholder is a committed Christian, who is part of a church community and who can support the Trust’s statement of beliefs
· Commitment to and understanding of the vision and culture of Kidz Klub Leeds 
· Understanding of the needs of children living in inner city communities
· Experienced in working with volunteers & children, motivated & enthusiastic about this
· Previous experience of working with 4 to 11 year olds in large/small group settings
· Excellent administration and organisational skills, good attention to detail. 
· Operations and Project Management track record. 
· Professional, excellent representative for the charity within schools, with churches and other partners.
· Ability to motivate, support and develop a large volunteer team from diverse backgrounds
· Experienced in line managing staff members.
· Excellent communication skills at all levels – with children, their parents and other colleagues   
· Good upfront and presentation skills to lead meetings, large groups of children (from a stage and assemblies in Schools) and present church presentations. 
· Able to communicate faith in a relevant way to children who are not from church backgrounds and who are growing up in inner city contexts (understanding of children’s development and spirituality).
· Good use of computer software including power point/music playlists and ability to pick up new software eg video editing and use of audio-visual sound desk with support.
· Solution focused and able to take initiative
· Ability to work to deadlines, ability to work alone and as part of a team
· Trustworthy, flexible, hardworking, reliable, respects confidentiality, willing to work some unsociable hours 
· Experience of working in and with Schools/assemblies
· Use of a car and full driving license

PREFERABLE
· Living in or prepared to live in one of the areas covered. 
· NVQ in children’s work or similar professional qualification/s (Safeguarding, Playwork, Project Management.)



SCOPE OF THE POST


· Key to this position is the implementation of Kidz Klub Leeds Child Protection policy in all areas of work. The post holder will ensure the safeguarding of the children in Kidz Klub’s care and the implementation of all operational policies and procedures relevant to this post. 
· Key to this position is taking part in the rhythm of prayer, reflection and action of Kidz Klub Leeds.
· Key to this role is seeking God for His best for the children, team and for the areas served. Working together with the team, churches, schools/partners and local children/families. 
· Developing our reach-reaching as any children in the areas served as possible annually.
· Working to make the Klub Sessions and Schools Work are the best they can be and to ensure the care of the Children and Team. Putting the children first in all that is done. Praying for the children, lavishing them with attention, and encouraging the Team to do this. Supporting the children to become disciples through Sessions. Making everything the best it can be for the children. Supporting the team, training, praying for, motivating, and equipping the team.  Fostering a sense of togetherness and going together on a journey with God. Communication and working together with the team to ensure the programs go well.  Hearing from the children and implementing as able feedback from the children. 
· Priorities are set within the role termly.  






Job Role Details

CENTRAL KLUB LEADER 21.5-32 HOURS/WEEK This is the main focus of the role. Central is on Mondays 10am-9pm with a 1.5 hour break. Currently 1/month moving to 31 sessions each year.

The overall aim of this post is to enable the reach of Kidz Klub to as many ‘unchurched’ children in inner city areas as possible with the love of God. This role demands a high level of organizational/attention to detail and project management skills in order to bring such a large event together safely and effectively. The right person will enjoy working through task lists, will be familiar with using standard operating procedures and a strong team player.

Flexibility will be needed whilst central is not running weekly. This may include running alternative outdoor outreach sessions, another home visiting round or smaller Hub Klubs (after school time-8:30pm). Timetable to be agreed.

· Carry out a home visiting round (after school hours)
· Reach as many children who have no church background as possible in the areas covered with the Monday evening Central session. 
· Coordinate, pray for and support the team of volunteers, encouraging and celebrating their contributions and fostering an inclusive environment for all streams of volunteers as well as a sense of togetherness around the vision for the children. Embody Kidz Klub’s culture with the team of reliance on God, loving each other, having fun and going the extra mile. Invest in the ongoing motivation training and development of the team through weekly team meetings and debriefs. Supporting the team to carry out their jobs and engage with the children throughout the session. Care of team. 
· Recruitment of volunteers (through presentations, visits to churches and other means) to assist in all areas of Central Klub including; office based, support for your role,  set up and down, prayer, prop making, frontline with the children and parent/carer preschool café
· Responsibility for all operational elements of Central Klub. 
· Be involved in the termly planning for the theme and teaching overseen by Sarah Turner. 
· Organising for Central Klub in line with the annual planning cycle, including ensuring shopping for props, prizes and giveaways in line with annual budget. Oversight prep before a KK session and set down after from the office; oversee the ‘make, buy, find and checklist’ prep lists and Support Worker who actions these. Prepare for the Central Klub for 4 to 11 year olds following the plans in the Central Manual; all jobs lists, orange procedure, checklists, booking buses and bus lists. 
· Central prep and debrief meetings with Charity Co Leaders Sarah Turner and/or Operations Manager (regular cycle). 
· Organize the 31 weekly running orders, and produce the power point and music playlists.
· Design and produce the weekly visiting sheet, power point and audio visuals. 
· Communication with staff/volunteers including sending team email, video and message communications. Hold Central Mobile Phone. 
· Oversee the smooth set up/clear away of the session, caring for the BCC site/rooms used with excellence.
· Be involved in leading the team meetings on Monday’s. Debrief meeting on Tuesdays. 
· Develop the team (staff and volunteers) in all roles eg; floor managers, discipline team, bus coordinators and captains, yellow block, comfort corner. Be present on the floor in these roles whilst others front the session, also help to front sessions as agreed/elements of the session. 
· Responsibility for all procedures and risk assessments being implemented and kept to date.
· Ensure brief check in (before debrief if possible) with all key roles on the night, or with anyone who has had a tough session (draw on support from Sarah, Clare, Session Worker)
· Follow up any incidents, accidents or discipline issues. Ensure prompt and good follow up, action plans, communicating with home visitors, bus captains and walkers desk etc for the following session. 
· Line Manage Session Workers and Support Staff
· Implementing action plans and equipping the team to support the most vulnerable and challenging of children in need of extra support within the session. Lead on troubleshooting any issues with the children/session/transport/team and implement action plans. 
· Volunteer training and development. (New member recruitment process and training is covered by Volunteer Coordinator and Young Workers Coordinator). Assist in new applicant interviews. Support ongoing training and development and feedback for volunteers (at the session, team training evenings, communication with Buddy’s for new volunteers, supporting motivating the team. Carry out three month reviews for new volunteers. Organise volunteer socials.
· Oversee outdoor storage for Central and Support Worker who maintains these. 
· Keep the Central section of the Website updated. As time allows- developing online content that reaches children with relevant and engaging content. 
· Carry out/assist with trips and camps- as agreed ahead of time (weekends/ evenings).
·  Alongside Charity Co Leader Sarah Turner and other Activity Leaders, work on the strategic growth and development –filling buses to capacity, linking into the Schools Work side of the role. (Biannual task)
· Partner Churches and events, deliver annual presentations (some weekends), attend forum/s and other Kidz Klub partner engagement events.

CO-ORDINATION OF SCHOOLS WORK 7- 16 HOURS/WEEK ( NB this may be more or less/week according to requirements of the Central activities and areas of focus will be agreed quarterly).

Overseeing Kidz Klub’s Schools Work is a hands-on role, enabling inner city children to thrive and grow in self-confidence and self-belief through the delivery of assemblies, clubs and other projects in schools. The role enables Kidz Klub to work in up to 34 inner city schools and help pupils at these schools become aware and become involved in other Kidz Klub activities.  The post holder will need to be creative, an excellent communicator and representative for Kidz Klub within Schools, be able to work on their own initiative, be able to lead and think on the spot.  
[bookmark: _Hlk179377781]
· To build strong relationships and rapport with schools and school staff. Listen to the needs and ethos of each School. Be an excellent and professional representative for Kidz Klub in Schools. 
· Pray for Schools
· Be an excellent ambassador for KK in Schools, presenting assemblies. 
· Write and develop relevant material. Plan and deliver assemblies. In time; develop resources and activities within schools.
· Admin: Keep all school work logs and records up to date. Arrange with Schools the booking of assemblies and other sessions
· Implement all Kidz Klub policies and procedures relating to Schools Work. Update these as necessary.
· Arrange leafleting of Schools after assemblies and sessions to promote Kidz Klub as often as possible (invite volunteers to help with this) as well as leaflets to go out in registers
· Prepare the necessary props, prizes, leaflets and posters for all Schools Work
· Recruit, train and regularly communicate with volunteers and staff for Schools. Pray for, support, and encourage Schools Volunteer team. Care of team. 
· To develop a Schools Work strategy to reach as many children as possible in Kidz Klub areas through Kidz Klub Schools Work, with support from Laura Hodgkinson Charity Co Leader. Agree and set Annual and Termly Targets. 
· Summer Term find ways to support Transition of Year 6 children to any High Schools partners 
· In time develop relationships with Schools not currently covered (in Kidz Klub areas) and begin to deliver Schools Work in new Schools. 
· Explore with existing Schools further projects and opportunities to work together 

OTHER DUTIES
· Work with the Leadership team to see the development of the charity’s 5 year strategy within Central Klub and Schools 
· To undertake any other duties which facilitate the smooth running of the Klub.

KEY WORKING RELATIONSHIPS FOR THE POST.
Reports to Sarah Turner (Charity Co-Leader) who oversees theme, teaching and strategic development of Central Klub. 
· Directly responsible to the Kidz Klub Leeds Operations Manager, who will be the Line Manager
· Coordinator of Central Klub and Team -including Line Management of Sessional and Support Staff members for Central, supporting and developing the volunteer team and recruiting volunteers. 
· Can draw upon the support of the ‘Volunteers and Visiting Coordinator’ and other staff who are present at the Central Klub eg. Young Leaders Coordinator for young leaders at the sessions.
· Will be a part of the staff meetings, staff days away and prayer days. 
· Coordinating and maintaining current Schools Work and (developing time permitting) reporting to Laura Hodgkinson (Charity Co Leader). Drawing upon the time of Community Pastoral Workers who also deliver assemblies. Leading and developing a team of Schools Work volunteers.  
· Part of a wider group of staff members and volunteers who work together to enable the ministry to happen throughout the week .
· As with all posts, the post holder will take part in some fundraising for the charity.
· Kidz Klub Leeds is part of a citywide partnership of congregations and organisations, and the post holder will work in liaison with such groups as appropriate


Hours of work detail

To include Monday evenings until 9pm, 1 -2 later day -6/6:30pm for home visiting, and some 8:30 am starts for 9am assemblies. Due to the condensed hours pattern of this role (during term time), Fridays are often ½ day and sometimes not worked. Hours and pattern of work varies through the term and flexibility is needed. 

The Central Klub is currently operating once/month and will be increasing to over 31 weeks once we have the right volunteer and team base in place. Whilst this is in transition, the role will need some flexibility and will include a variety of tasks including; additional visiting rounds,  volunteer recruitment campaign/church presentations, assisting with Hub Klub’s (smaller group based sessions in communities, 3-8:30pm Tues/Thurs).  


