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Job Description
Title of Post 
Project Worker – RSE Schools Coordinator  
Unit / Location.     Based across JAMES sites (Keighley, Shipley, Holmewood and Frizinghall); working across various schools and sites within a VCS multi-agency team  
Responsible To
     Development Manager 
Salary: Band 8; £24,920 to £30,095 (dependant on experience and reviewed after probationary period)

Contract; 

     37.5 hrs per week. Contract until July 2025 (with potential recommissioning) Job share would be considered
Closing date 15th April 9AM – interviews expected week beginning 22nd April, exact day TBC  

Prime Objectives, duties and commitments of the post
· To lead on contact with schools, supporting them to identify their needs related to the statutory RSE curriculum

· To work alongside the other members of the team to develop and deliver the programme.

· To deliver RSE sessions and support within the scope of the programme, within a wide range of secondary school and education settings, including; staff CPD, parental liaison and direct delivery to students.  

· To develop resources to support the delivery of the programme

· To enable young people to gain the information, confidence and skills to make informed choices and take action to improve their health.

· To build on links with local schools, youth agencies and other places where young people meet.

· To be a positive role model to young people and able to respond to issues and concerns which they raise in an appropriate and sensitive manner.

· To monitor and evaluate the work of the project and keep appropriate records as necessary. 
· To work in a way consistent with the ethos of JAMES and the Equal Opportunities Policy of the project.

· To be responsible, alongside the management team, trustees and young people for the safety and well-being of everyone, whilst using JAMES services.

· To be responsible for the management and security of the project premises, resources and equipment when appropriate.

· Undertake any other duties considered appropriate by the management team, within the prime objectives of the post.
· Complete all reports, plans, timesheets and other documentation needed to evidence the programme and the work undertaken
· Manage your own diary and work on your own initiative, together with the RSE team. 
· Be flexible in your working hours where the programme requires  
· Check your JAMES email regularly (1st name).(surname)@jamesuk.org
· Attend an induction, all relevant training, all team meetings, supervisions and full staff meetings. 
· Provide assistance and support in other project elements as required.
· Familiarise yourself with and follow all JAMES policies and procedures 
· Work to policies, procedures and expectations of partner agencies and funders.
· Remain professional at all times (this includes outside of work hours).
· Complete timesheets and monitoring and submit to their line Manager.
· Work in collaboration with other JAMES staff to create a holistic provision, sharing resources, equipment, skills and knowledge.
· Use IT to an acceptable standard including Word, Excel and PowerPoint and design resources and promotional material such as flyers and leaflets when necessary.
Responsibilities for Assets & Materials

· Responsible for safe and efficient storage and use of all resources and equipment within your work remit including keeping files safe.
·    Ensure all capital such as petty cash, equipment, buses, and buildings are                 looked after, safe, clean (if appropriate) and protected.

Received Supervision & Guidance 

· Work under the supervision of the Development Manager and Operations Managers, this should include supervisions and appraisals.
Staff Name________________________
Signature___________________
Date______________________________
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