
JOB OVERVIEW
The primary focus of this role is to widen young people’s access to the activities that SiMY 
runs, by liaising with them and their families to overcome identified barriers to participation 
both now and in the future. 

The role is a flexible one that will require the individual to act in accordance with the 
strategic aims of the charity, following guidelines set out by the board. The role also requires 
that the individual works on their own initiative to the degree that they take all reasonable 
care to ensure the safety of participants in the charity’s activities and to protect the 
reputation of SiMY in the local community and wider multi-agency context in which we 
operate.

MAIN DUTIES 
• In co-operation with other SiMY staff and volunteers, prepare control documents for the 

participants in the activities, issue these documents to the participants and/or their 
guardians and ensure they are returned satisfactorily completed and signed by the 
appropriate authority in time for planned activities.

• Participate in the preparation, delivery and review of activities as agreed with their line 
manager.

• Retain files and records of the charity’s activities, including any legal documentation in both 
paper and electronic form on the charities systems and facilities.

• Respond to enquiries received by electronic media, telephone, mobile phone or verbal 
communications, directing the enquiries to the appropriate resource within the charity as 
required.

• Assist the SiMY Board in the development of process and procedures to support the 
charity’s aims and strategies.

• Perform other reasonable duties as agreed with their line manager.

Required Skills and Characteristics
Qualifications include:

• A passion for the wellbeing of young people, their personal and social development, 
and their ability to contribute to the communities of which they are a part.

• Experience within the informal education charity sector, and an awareness of the 
legal requirements around protection of participants.

• Good communication skills, both verbal and written, in English.
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• General personal computer skills, including but not limited to:
o Microsoft Office, Word, Excel and Powerpoint
o Maintenance of filing records on electronic server
o Familiar with photocopying 
o Familiar with Social Media systems that may be in use from time to time

• Ability to work on own initiative and be creative with solutions to problems and 
issues arising 

• The role requires that the individual be confident in dealing with the public and 
retaining a professional, polite manner at all times, with a willingness to be firm when 
the occasional need arises.

• A relevant professional qualification is desirable but not essential.
• Full UK driving licence is preferred but not essential.  Where a candidate does not 

hold a current licence, the post may be offered on the basis of successfully obtaining 
such a licence within an agreed period of time.

WORKING CONDITIONS AND TERMS OF EMPLOYMENT
• Initially, the role requires the ability to work from home unsupervised and travel to 

attend SiMY staff meetings and other meetings as reasonably requested by the charity. 

• The charity shall provide a personal computer (pc), software for pc, mobile phone, 
printer and stationery for home use, to perform the duties of the role. These items may 
be used for personal communications with the permission of the charity, provided that 
any use is in accordance with organisational policy and any wider professional 
requirements.

• When representing the charity, dress code will be appropriate to the audience.

• There may be an occasional requirement to participate in outdoor activities as part of 
the role.

• Travel and accommodation expenses, in respect of the charity’s activities, must be pre-
authorised and receipts retained for reimbursement.  Agreed travel on behalf of SiMY 
shall be reimbursed at an agreed mileage rate for authorised use of a private vehicle.

• The employment is initially based on a flexibly scheduled 20 hours per week, some of 
which will involve evening and weekend work. 

• The remuneration rate is £9.60 per hour, paid monthly in arrears on the 28th day of 
each month. The rate will be reviewed annually.

• The annual holiday entitlement is based on the full time equivalent of 28 days plus 8 days 
public holiday and is, pro rata, 16 days, plus 5 days public holidays.

• Pension and sick pay shall be offered in accordance with the current legislation.

• The notice period for both parties shall be FOUR weeks.

• The role is initially offered as a 3 month contract, with the option for this to be 
extended to a one year fixed term contract. 

• Information on SiMY’s disciplinary, grievance and arbitration procedures are available 
within the Staff Handbook. 


