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BRITAIN YEARLY MEETING
JOB DESCRIPTION  
	JOB TITLE:
	Youth Participation Officer 



	REPORTING TO:

	Events Manager

               

	RESPONSIBLE FOR:     
	No line management responsibilities



	DEPARTMENT:

	Events and Committee Services


	DATE:

	September 2021


Job Purpose 

To maintain the current implementation of the Youth Participation through the life of the post.

To manage (for the central work of BYM) the delivery of young people’s events; training and support of young people; training & management of adult volunteers; and development of resources in relation to identified work.  This work is carried out in close collaboration with staff in the Youth, children and Families team who provide other work with those groups. 
In particular, to be responsible for the delivery of Junior Yearly Meeting (JYM) 2022, and participation of young people (ages 15 – 18) in Yearly Meeting 2022
Promote the participation of young people in the structures and events of BYM
Key Accountabilities & Main Tasks:
· Maintain an organisational focus on youth integration, development and transitions across the organisation, keeping online platforms updated. 

· Manage JYM 2022: supporting the JYM arrangements committee and the adult volunteer team. Lead on the planning, budgeting, organisation, management of logistics and volunteers and the implementation and coordination of the JYM programme.

· Collaborating with colleagues, manage the recruitment, training, management and support of adult volunteers for events, with particular responsibilities for JYM 
· Collaborate with Youth, Children and Families (YCF) staff to maintain a coordinated approach between the YCF programmes and the other the elements of Yearly Meeting 2022. Including the provision of online work.
· Management of the accompanying programme for young people (15 – 18) at YM 2022 including planning, organisation, logistics and volunteers 
· Maintain effective links with the YCF staff within Quaker Life and the wider Quaker networks.  

· Maintain young people’s representation and involvement within the Society, and in wider networks. 
· Work with clerks and secretaries of core governance bodies to ensure that there is appropriate participation for young people in their work.
· Support the young people who are part of BYM Committees
· Manage the Quaker Youth Work Recognition Scheme
· Oversight of the CYP store
· Contribute to the development, production and promotion of resources 
2. Intellectual Demands  
To have knowledge in relation to the implementation of the youth participation policy. This involves keeping abreast of current development trends and issues in youth work, in particular consultation and participation. It requires an awareness and understanding of issues of equality for young people and its impact on participation.
To have knowledge of group work theory and skills.
To have an understanding of the organisational culture of Britain Yearly Meeting (for example the Quaker Business Method and Yearly Meeting Structures) and how this informs a participation strategy. 
To have the knowledge, understanding and the skills to respond to and deal with pastoral needs, safeguarding issues, particular and additional needs.  
3. Judgements  
The post holder is required to uphold and deliver aspects of the youth participation strategy, and also manage and support young people’s planning groups.  This requires discretion and initiative on the part of the job holder. 
The post requires creativity in implementing and promoting youth participation, In addition the ability to understand methods and approaches for managing change is essential to ensure effective implementation of what has been agreed.
There are four specific areas where judgements are required:

· Making decisions in relation pastoral needs, safeguarding issues, particular and additional needs.  This involves reference to policies and procedures written as a team, as well as use of personal knowledge and skills to inform the decisions made.

· Contributing to the development and implementation of policies and ongoing good practice, taking a lead role in specific areas, e.g. participation of young people, event safety.

· Maintain the, implementation and ongoing review the Quaker Youth Work Recognition Scheme.

· Management, support and development of peer facilitators and adult volunteers.

4. Use of Resources 
Oversight of the welfare of participants pastoral needs, ensuring liaison with the participant and family in advance (where necessary).   At the event be responsible for ensuring these needs are met and supported in an appropriate way by the team.  This includes the management of both sensitive and confidential information.

Responsible for the management, training and support of mixed age volunteers teams at events. 
Responsible for the management of the Quaker Youth Work Recognition Scheme, across the programmes for 11-18 year olds. Undertaking the training, management and support of adult volunteers completing this scheme to accredit young people’s knowledge, skills and achievements as volunteers.
Management of the Facilitation and Leadership programme and the recruitment, induction, training and support of the facilitators, working within the agreed budget for the event.
In liaison with colleagues motivate, develop and manage the young people in their role as representatives of their peers on national committees and working groups.  

Coordinate the ongoing development and maintenance of online platforms for young Quakers. 
Carry out tasks relating to the remit of the youth participation officer, such as use of databases, mailings, event bookings and follow up.

5.   Communications  

The post requires effective promotion and implementation of the Youth Participation Strategy. This includes active consultation, engagement, liaison with and support of stakeholders, colleagues, and Quaker organisations to enable this to happen. 
Communications should seek to develop the thinking of Friends in relation to young people’s knowledge, attitudes and skills. This requires the knowledge, attitudes and skills to enable the support and development of good practice and youth participation opportunities through resources, information and training.  This post also involves effective communications with stakeholders in relation to the implementation of events. 
Internal:

· Working closely with colleagues in the Events and Committee Service team, and the Youth, Children and Families staff in Quaker Life to embed youth participation in line with other work, including support for young adults.
· Relating to Britain Yearly Meeting committees to promote and ensure the meaningful participation of young people.

· Staff in all BYM departments to enable and promote involvement in opportunities across the organisation
External:    

· Act on behalf of Quakers at meetings with other agencies

· Other Quaker bodies to enable promotion of their work to young people and opportunities for engagement with young people.

· With other agencies involved in youth participation to enable and promote involvement in opportunities in wider networks.

· Participate in opportunities to network with other agencies and ecumenical partners. 

·  Participants on events and their parents/ guardians.

6. Physical Demands & Co-ordination 

Long working days at residential events
7. Working Conditions and Emotional Demands 

Ensuring the safety and welfare of young people:

· Being in loco parentis for under 18’s means there is a requirement to be responsible for them during day and on call overnight.

· Management of safeguarding, pastoral needs, and particular and additional needs.
The ability to manage regular weekend and occasional evening commitments throughout the year.
Long working hours at residential events. 
Travel within the three nations is an integral part of the job.
OTHER RESPONSIBILITIES:  
· To undertake duties and responsibilities commensurate with the post

· Responsible for ensuring that BYM’s Safeguarding Policy is adhered to in all aspects of the role 
· Responsible for ensuring that BYM’s Equal Opportunities Policy is adhered to in all aspects of the role 

· Responsible for ensuring that BYM’s Health & Safety Policy is adhered to at all times 

· Responsible for ensuring  that BYM’s commitment to sustainability is adhered to in all aspects of the role 
· Responsible for ensuring that Britain Yearly Meeting’s Staff handbook is adhered to at all times
	Availability:   Planning and training weekends

	· Facilitation and Leadership training
	15-17 October 2021
	Birmingham

	· Arrangements Committee meeting 1
	6 November 2021
	Online

	· Arrangements Committee meeting 2
	4 December 2021
	Online

	· Arrangements Committee meeting 3
	14-16 January 2022
	Northamptonshire

	· Arrangements Committee meeting 4
	11-13 March 2022
	Hemel Hempstead

	· Junior Yearly Meeting preparation day
	8 April 2022
	Northamptonshire

	· Junior Yearly Meeting
	9-12 April 2022
	Northamptonshire

	· Arrangements Committee review day
	7 May 2022
	London

	Yearly Meeting Agenda Committee
	
	

	The JYM Arrangements Committee links to the planning for Yearly Meeting by attending Yearly Meeting Agenda Committee. We hope that you might be available for the following meetings. 22 Sep (7-8:30pm), 29-31 Oct and 10-12 Dec. 


BRITAIN YEARLY MEETING
PERSON SPECIFICATION 

	JOB TITLE:
	Youth Participation Officer 

	DEPARTMENT:

	Events and Committee Services

	DATE:

	September 2021


ESSENTIAL KNOWLEDGE 



· Knowledge of and sympathy with Quaker values, practices and spirituality.
· Specialist knowledge of participation based on an awareness of participatory models

· Knowledge of group work and facilitation theory and skills.
· Able to promote equity and justice through (1) identification and removal of barriers, (2) facilitation of learning, (3) cultivation of community, and (4) empowerment of people.
· Knowledge of how to respond to and manage pastoral needs, safeguarding issues and particular and additional needs.

ESSENTIAL QUALIFICATIONS 

· A JNC youth work qualification, equivalent, or significant relevant experience.
· The successful candidate will need to have a DBS (Disclosure and Barring Scheme) check to ensure suitability for the role.
ESSENTIAL EXPERIENCE 
· Experience working with young people in this age group, especially in a non-formal setting. Experience of group work, facilitation and young people’s participation.
· Experience of working with, training, managing and developing volunteers

· Implementing and championing young people’s participation within organisations.
· Training of young people and adults including course design and creating learning materials.
· Organising and delivering residential events residential events for young people
· Experience in delivering work online 
ESSENTIAL SKILLS 
· Able to work with young people and volunteers to explore their Quaker faith in a creative and dynamic way, to enable spiritual understanding and growth, enabling intergenerational engagement and to use participatory methods
· Organised, with the ability to plan effectively, deliver, monitor and evaluate projects and programmes for young people. Able to produce promotional material, reports and collect evaluation data.

· Good administrative skills, able to prioritize and mange time and is thorough and conscientious.  
· Values and implements learning, is able to take initiative, supported by working independently and as part of a (remote) team.
· Collaborative and professional, able to build effective relationships and communicate with young people, volunteers, colleagues and stakeholders.
· Able to build healthy relationships, has healthy boundaries, able to get alongside young people 
· Able to assess, mitigate, manage and respond to issues relating to the safety and welfare of participants with particular reference to exemplary safeguarding practice.
ESSENTIAL ABILITIES

· Able to use Microsoft Office including Word, Excel, PowerPoint and Outlook.

· Ability to operate within professional boundaries, promoting the Society’s image and values, confidently applying knowledge, skills and spiritual values when developing and maintaining relationships with young people and the wider community
DESIRABLES  
· Experience in working with a faith context.
· Knowledge of Quaker beliefs and practices, including Quaker decision making, culture and structures.
· Experience in using social media platforms such as Tik Tok and Instagram.
	Job Description Agreement 

Post holder:

Manager:

Date: 
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