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Programme Coordinator 
 

Job title:   Programme Coordinator 

Team:    Programme Delivery Team 

Reports to:   Programme Manager 

Direct reports:   None (coordinates volunteers, not staff) 

Salary:    £28,800 

Contract & hours:  Full Time, 37.5 hours per week 

Location & travel:  Hybrid, with regular travel to schools and employer sites 

Occasional early starts and evening events 

Full UK driving licence and access to a vehicle.  

Pre-employment checks: Enhanced DBS check and two satisfactory references 

 

 

Form the Future, an award-winning not-for-profit organisation, connects young people to a world of career 
possibilities, inspires them to dream big and empowers them to fulfil their potential.  
 
We have a dedicated team of Project Coordinators who make Form the Future's programmes happen reliably, 
safely and to a consistent standard. 
 

The Programme Coordinator plans and delivers the activities that connect young people with employers, 

mobilises and supports the volunteers who make those activities work, and captures the data that shows what 

difference they make. 

 

The role sits at the centre of the Programme Delivery Team. It is the point where schools, business volunteers, 

suppliers and internal colleagues meet, and it is often the face of Form the Future to a school on the day.  

 

What does success look like? Activities that run smoothly, volunteers who feel well prepared and want to come 

back, schools that rebook, and impact evidence the organisation and its funders can rely on. 

 

Key accountabilities 

These are the ten things this role is accountable for. They describe outcomes, not a fixed task list. How they are 

achieved will evolve with the programme. 

 

• Plan and deliver programme activities. Set up, resource and run in-school, online and employer-
hosted activities from first booking to close-down, meeting Form the Future’s delivery standards every 
time. 

• Own activity logistics. Create and maintain activities on the programme management system, prepare 
materials, checklists and resources, and coordinate internal and third-party suppliers such as 
transport, venues and photography. 

• Prepare and support schools. Brief school staff ahead of activities, confirm arrangements and 
requirements, and be the reliable day-to-day contact so teachers know exactly what will happen and 
what is needed from them. 
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• Facilitate with young people. Attend, lead and facilitate sessions in person and online, engaging 
students confidently and building their awareness of what Form the Future offers. 

• Recruit and book ambassadors. Work with Form the Future colleagues to bring in individual 
volunteers and groups from business partners, manage bookings, and keep volunteer supply 
matched to programme demand. 

• Brief and retain ambassadors. Prepare volunteers before and during activities and give them the 
confidence and materials to deliver well; follow up afterwards so they come back and recommend 
others. 

• Safeguard participants. Work with the DBS Coordinator so that everyone in regulated activity is 
appropriately checked, and apply safeguarding, risk assessment and incident reporting procedures 
at every activity. 

• Keep the data right. Maintain accurate, timely and GDPR-compliant records of volunteers, schools, 
participants and activities in the CRM and management systems — treating data quality as part of 
delivery, not an afterthought. 

• Evaluate and evidence impact. Collect, process and analyse feedback and impact data from students, 
teachers, parents and volunteers, and turn it into insight that improves the next activity. 

• Report and improve. Produce clear, accurate reports for colleagues, funders and business partners, 
support team coordination including meeting notes and actions, and propose practical improvements 
to how activities are run. 

 
Person specification 

 

Essential criteria 

We expect candidates to evidence all of these. 

 

Experience and knowledge 

• Experience organising and delivering events or activities for young people, both online and in 
person. 

• Experience building and maintaining productive working relationships with external partners. 
• Working knowledge of the education sector and the practical realities of working with schools, eg 

term rhythms, safeguarding expectations and teacher workload. 
• Confident use of digital tools: a CRM or database, Microsoft 365, and online survey or forms tools. 
• Comfortable handling data:  collecting it, storing it correctly, checking it and drawing 

straightforward conclusions from it. 
 

Skills 

• Excellent written and verbal communication, adapted for young people, teachers and senior 
business volunteers alike. 

• Confident speaking to and facilitating groups, including groups of children and young people. 
• Strong organisation and time management. Be able to run several activities at different stages 

without losing the detail. 
• Meticulous attention to detail, particularly in records, materials and logistics. 
• Practical problem solving under time pressure, and sound judgement when plans change on the 

day. 
 

Personal qualities 

• Self-starting; takes ownership of tasks and sees them through. 
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• Works effectively both independently and as part of a small team. 
• Resilient, flexible, resourceful and methodical. 
• Genuinely committed to widening opportunity for young people, and to safeguarding them. 

 
Practical requirements 

• Able and willing to travel to schools and employer sites across the region, including some early 
starts and occasional evening events. 

• Eligible to work in the UK and able to obtain a satisfactory Enhanced DBS check. This post is 
exempt from the Rehabilitation of Offenders Act 1974. 

• A full driving licence and access to a vehicle. 
 
Desirable criteria 

Not required to apply. These would strengthen an application, and we will support the right person to develop 

them. 

 

• Qualified Teacher Status / Training qualification 
• An understanding of why employers and their staff want to engage with schools and young people, 

and what they get out of it. 
• Experience recruiting, coordinating or managing volunteers. 
• Knowledge and understanding of Careers Education, Information and Guidance frameworks 
• Basic data presentation and reporting  
• Experience in a charity or not-for-profit setting. 

 
Safeguarding and data protection 

 

Form the Future is committed to safeguarding and promoting the welfare of children and young people, and 

expects all staff and volunteers to share that commitment.  

 

The post holder will have to complete and Enhanced DBS check and must complete safeguarding training, 

follow our safeguarding and Prevent policies, and report concerns immediately to the Designated Safeguarding 

Lead. 

 

The post holder handles personal data about young people, teachers and volunteers. They must follow UK 

GDPR and our data protection policy at all times: collect only what is needed, store it in approved systems, 

share it only with those entitled to see it, and report any suspected breach without delay. 

 

Equality, diversity and inclusion 

 

We want our team to reflect the young people we work with. We welcome applications from people of all 

backgrounds, and particularly from those currently under-represented in our sector. We will make reasonable 

adjustments at every stage of the recruitment process and in the role. Please tell us what you need. If you meet 

most but not all of the essential criteria, we would still encourage you to apply and tell us how you would close 

the gap. 
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Benefits 

 

Benefits include: 

• 25 days holiday per annum plus bank holidays 
• Hybrid working, with working from home equipment provided 
• Additional sick pay 
• GiftPay (employee voucher scheme across multiple stores) 
• Access to e-learning platform and personal development 
• Quarterly team away days 
• Generous 5% employer pension contributions 
• Paid volunteering days 
• Employee referral programme 

 

Please apply, with a covering letter and CV, to hr@formthefuture.org.uk  
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