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Job Description 
	Job Title
	Activity Coordinator (Children and Young People)

	Grade
	Band F

	Reporting To
	Active Wellbeing and Partnership Manager


	JD Ref
	OPS0043G


	 
Purpose

The Activity Coordinator (Children & Young People) will manage and coordinate a team of Sports Coaches and Volunteers across Wirral to support the implementation of the Activity programme for children and young people.

The programme will take place across the borough including leisure centres, community venues and  parks. 

The focus will be to provide enriching sport and physical activity opportunities to children and young people.

This role will be based with Wirral Council, working in partnership with a number of local and national partners.

Main Duties And Responsibilities

· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.

· Work with the Active Wirral Management and Active Wellbeing Team and Youth Services in developing, organising, planning and delivering opportunities for children and young people to be active across Wirral including Active Wirral Leisure Centres, Community venues and Parks

Communication, Engagement and Training: 
· Work collaboratively with children and young people to identify the activity programme and offer practical support to children and young people to be more active.

· Engage and build positive relationships with the children and young people and their parents/guardians to provide effectively support on a group basis to achieve the programme outcomes.

· Develop and maintain productive working relationships with our partners and funders colleagues to facilities smooth running of the programme.

· Work with the Council hospitality team for any catering requirements.

· Attend regular supervision sessions and all compulsory training events, both for Wirral Council and partners and funders.

· Raise awareness of the activity programme locally, ensuring the best use of local media and working with the leisure and corporate marketing teams to ensure consistent message is broadcast and participate in promoting the project at a local level to increase the profile of leisure services.

· Attend regular supervision sessions and all compulsory training events, both for Wirral Council and partners and funders.

Data Analysis and Decision-Making: 
· Manage participant data and insight to ensure that all records are up to date and ready to be submitted to partners and funders.

· Ensure budget spend is monitored and used as described.

Performance Management: 
· Raise awareness of the activity programme locally, ensuring the best use of local media and working with the leisure and corporate marketing teams to ensure consistent message is broadcast and participate in promoting the project at a local level to increase the profile of leisure services.

· Support Management of the casual sports coaches and volunteers fostering a positive team spirit and ensuring all aims, objectives and deadlines are met.

· Assist with the recruitment of casual sports coaches.

· Ensure budget spend is monitored and used as described.


Compliance: 
Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
Ensure all necessary and appropriate safeguarding, data handling, health and safety, COVID-19 adjustments and other legal requirements are in place to protects the participants and staff.

[bookmark: _Hlk142571170]Other: 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills

Qualifications
· Educated at least to A level or equivalent. 
·  Level 2 coaching qualification. 
·  ECDL or equivalent IT skills with the ability to use spreadsheets, and databases. 

Knowledge & Skills
· Demonstrable commitment to equal opportunities and diversity in practice. 
· Understanding of good practice in volunteer management. 
· Knowledge of data protection requirements and good practice. 
· Understanding of safeguarding policies and procedures. 
· Understanding of equalities and social inclusion. 
· Strong communication skills to support children, young people and colleagues. Orally and in writing. 
· Ability to work autonomously and as part of a team. 
· Ability to organise your own work routines effectively with minimum supervision and support. 
·  Ability to create and develop relationships with partner organisations, including those working with targeted groups. 
· Ability to handle sensitive and confidential issues with tact and diplomacy.
Experience
· Substantial experience of working directly with children and young people from a wide variety of backgrounds.
· Experience of programme and line management. 
· Experience of leading the planning, delivery and evaluation of activities for and with children and young people. 
· Experience of working in partnership with a variety of agencies to achieve agreed outcomes. 
· Experience and understanding of health and safety, safeguarding and data handling practices. 
· Experience of budget management. Insert essential criteria
· Desirable Dealing with challenging behaviour or vulnerable people/complaints. 
· Desirable Understanding of marketing and social media. 
· Desirable Experience and understanding of issues affecting vulnerable children and young people. 
· Desirable Experience of working with children and young people from a variety of ethnic groups and cultural and social backgrounds. 


Additional Information 

Ability to travel across the Borough and work from various locations. 
On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
Health & Safety Considerations: 
· Lone working
· Working outside
· Working with children 
· Exposure to persons with challenging or aggressive behaviour
Approved By: Sarah Robertson, Active Wellbeing and Partnership Manager
Date Of Approval: 4 April 2026
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