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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:

Achievement Awards Officer



SALARY:   

£25,225 - £28,465


LOCATION:  
 
Dingwall or Inverness
RESPONSIBLE TO:
Youth Work Manager 

JOB PURPOSE:  Support the operation and development of the Duke of Edinburgh Award, Youth Achievement Awards and other Youth Awards in Highland.

KEY DUTIES AND RESPONSIBILITIES INCLUDE:
1. To increase the number of achievement awards delivered in Highland by category (DofE; Youth Achievement Awards; HLH Leadership Academy, etc.);
2. To increase the range of achievement awards in Highland;

3. To ensure that awards are targeted at those who will benefit most from participating in them, including working with partners and award groups to ensure that awards are taken up by vulnerable young people who might not otherwise access them;
4. Establish an planning, service delivery and evaluation cycle with an annual report which takes account of data and customer views with the annual report identifying outcomes and impacts from the various programmes; 
5. To work with the Adult Learning Manager on the delivery of SQA awards where appropriate; 

6. To work with in partnership across HLH and external organisations to support the delivery of achievement awards; 

7. To support and guide award groups operating in the Highland area, including volunteers; 
8. To encourage the development of community based and learner led achievement groups within the area.  
9. To support the development of shared workforce CPD programmes for achievement within the Highland area within the CLD sector. 
10. To work with the Youth Development Officers to ensure that groups are advised on the structure and quality of practice and moderation;
11. Develop partnerships with local agencies, and businesses to develop the range of opportunities available to young people;
12. Liaise with national agencies and oversee the administrative processes of award management to ensure national standards are met;
13. Manage the achievement awards budget including achieving income targets through grants, external funding and developing appropriate business opportunities which results in the delivery of achievement awards costing less and earning more; 

14. Promote and implement Youth Achievement as appropriate across the nine HLH areas of work.
15. Support team members during Education Scotland (HMIe) inspections.
16. Implement the company’s Role Model Behaviour for yourself and all staff and volunteers. 

17. Manage health and safety ensuring that programmes and activities are safe for staff, volunteers and customers. 

Other Duties:
You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.                                        
Date: 9th February 2015
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:    Achievement Awards Officer   

LOCATION:
 Dingwall or Inverness
ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-

1. EXPERIENCE 
· At least 5 years experience of employment in a related profession, e.g. education, community and youth work. 

· Evidence of working within the Achievement agenda.

2. EDUCATION AND QUALIFICATIONS

· A degree level qualification in Community Education or other relevant degree. 

3. SKILLS/ATTRIBUTES GENERAL

· Must be motivated with the ability to take the initiative and lead area service delivery.

· Must be able to provide motivational support and supervision to the youth work team.

· Ability to plan, monitor and evaluate youth work provision.     

· Excellent communication skills both oral and written

· Ability to develop and implement a shared vision for achievement awards  

4. SKILLS/ABILITIES SPECIFIC TO THE POST
· Effective communication skills, organisational skills and time management and administrative skills

· Ability to provide accurate statistical information and reports on a regular basis and meet deadlines

· An understanding of the policy and practice in the field of Youth Work in Scotland.  

· Ability to take part in partnerships with other relevant stakeholders as required. 
· Ability to seek and secure additional funding as appropriate.
5. INTERPERSONAL AND SOCIAL SKILLS

· Ability to work with people from diverse professional backgrounds

· Respect confidentiality

· Creative and solution focussed attitude to change and challenge
