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AFC Bournemouth Community Sports Trust 
Job Description 
  

Job Title NCS Project Co-ordinator 
Reports to Luke Simpson – Senior Manager 

Location Bournemouth, Poole and Christchurch 

Hours Full-Time 

Job Description The NCS Project Co-ordinator is responsible for managing the delivery of a 
high quality, safe programme for AFC Bournemouth Community Sports Trust 
meeting NCS specification.  Responsibilities extend to the management of 
operational and administrative staff, oversight of health and safety and 
safeguarding matters as well as operational deployment and incident 
management.  The role will be the key liaison between AFC Bournemouth 
Community Sports Trust and the commissioning body. 

Remuneration £20,000 - £28,000 depending on experience 

 

Role Accountabilities & Key Duties 

1 To develop and implement a project, recruitment and community engagement strategy to recruit and 
retain young people onto the NCS programme. 

2 Lead on the design and development of the NCS programme delivery timetable, ensuring all 
submission deadlines are adhered to. 

3 Review recruitment data to monitor performance against overall targets and to identify and adjust 
approach where performance is under agreed targets. 

4 Meet regularly with appointed EFL Trust Performance Manager to review current performance across 
all aspects of the NCS programme. 

5 To manage performance, collect, analyse, evaluate and report data on KPI’s and outcomes against 
project criteria 

6 To develop and manage relationships with key stakeholders including EFL Trust NCS Trust, schools, 
colleges, local authority and voluntary sector organisations 

7 Develop partnerships that support recruitment and delivery of the NCS programme. 

8 To line manage and support the NCS team, setting, reviewing and monitoring team and individual 
targets and objectives in line with those flowed down by the Managing Partner and/or Funding 
Organisation. 

9 Manage the requirements of the contract and communicate these to the NCS staff team. 

10 Management of the programme expenditure and budgets 

11 Be responsible for the safeguarding of the young people, both participating and working on the 
programme and be responsible for incident management. To ensure responsibility for safeguarding 
and actively championing safeguarding good practice.  Be responsible for the safeguarding policy, its 
implementation and be committed to safeguarding all children and vulnerable adults taking part in 
the Trust’s activities.  

12 Ensure appropriate Risk Assessments are undertaken and be responsible for programme Health and 
Safety matters 

13 To be the main point of contact for both NCS Trust and EFL Trust Health and Safety or Quality 
Assurance visits 

14 Attend regional and national meetings and contribute to best practice sharing across the EFL Trust 
network. 

15 Identify key areas of best practice and area for development within your own NCS delivery to ensure 
the continuous improvement of the NCS programme. 

16 Ensure the NCS programme achieves the customer satisfaction score benchmark as set by the 
funding body. 

18 Ensure the Programme Quality Framework and agreed timetable is embedded throughout the NCS 
delivery. 

19 To support with the recruitment of young people to the NCS programme. 

20 Act as the main point of the contact for young people who have signed up to the NCS programme, as 
well as their parents/guardians 

21 Ensure welcome and information packs all relevant NCS communications are sent to young people 
and their parent guardians at the appropriate times as agreed in the keep warm strategy. 
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22 To act as Wave Lead during the delivery of NCS programmes, adhering to the Wave Lead roles and 
responsibilities at all times when acting in this role. 

23 Ensuring the volume of graduates engaging with NCS/wider voluntary opportunities meets the 
contractual benchmark as set by EFL Trust. 

 

Requirements Essential Desirable 

   

1 Proven project management experience.   

2 People management experience, in particular management of a multi-
disciplined team in a youth work environment. 

  

3 Experience and/or knowledge of Secondary/Higher education sector.   

4 A proven track record of managing relationships and partnerships and the 
ability to communicate with people at various level. 

  

5 An understanding of safeguarding and health and safety in a youth work 
setting. 

  

6 A proven ability to work to under pressure tight deadlines.   

7 A commitment to supporting young people, and the principles of equality 
and diversity. 

  

8 Self-motivated and the ability to work on own initiative.   

9 Excellent communication skills including written, telephone and 
interpersonal skills 

  

10 Proven planning and organisation skills.   

11  IT literate with particular emphasis on Microsoft and Google packages.   

12 Be able to work flexible hours (including evenings and weekends)   

13 Hold a current driving licence and access to a vehicle   

14 A knowledge and understanding of the NCS programme.   

15 Experience of working with young people, particularly 15-17 year olds.   

16 Relevant degree or Project Management qualification.   

17 An understanding of the issues faced by young people.   

 
AFC Bournemouth Community Sports Trust values the diversity of its workforce and welcomes applications 
from all sectors of the community (Equality Act 2010). 
 
AFC Bournemouth Community Sports Trust expects all staff to work effectively as part of a team or teams, 
delivering high quality support to staff, participants and customers.  As a minimum this requires dealing with 
people politely and tactfully, communicating with colleagues, participants and customers both formally and 
informally, offering guidance and information in accordance with AFC Bournemouth Community Sports Trust 
guidelines, policies and procedures and contributing to the maintenance of the AFC Bournemouth’s 
environment. In order to do this, staff are expected to make themselves aware of the relevant policies and 
procedures. All staff are required to maintain confidentiality as required.   
 
Considerable importance is attached to the public relations aspect of all work undertaken by AFC 
Bournemouth Community Sports Trust staff. It is a prime objective therefore that staff will at all times project 
to the public the image of AFC Bournemouth as keen to assist wherever possible, and positively promote the 
work that is carried out across its various services.  
 
AFC Bournemouth Community Sports Trust is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share the same commitment.  As this role 
involves direct access to young persons under the age of eighteen, within the context of the job or any 
subsequently related activities or responsibilities, the successful candidate will undergo a thorough screening 
process, which will include a Criminal Records Check to ensure their suitability for the role.  All positions with 
AFC Bournemouth Community Sports Trust are offered only on successful completion of an enhanced DBS 
check.   


