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Role Description: Youth Development Coordinator – Part Time 
 

Position Youth Development Coordinator – Youth 

Ambassador Programme 

Salary  £8,800 – 14 hours 

Reports to  Director of Programmes 

Reference YDC/YA/2022 

 

About the Role 
BulliesOut, founded in 2006 and is one of the UK’s only charities dedicated to bullying.  
We focus on using our expertise and skills to produce and deliver exceptional, high  
quality services and interventions that create long lasting change. 
 
Our mission is simple – to support individuals, schools, youth and community settings 
and the workplace through positive and innovative anti-bullying programmes and to 
empower individuals to achieve their full potential.  
 

As we embark on the next phase of our strategy, we’re looking for a dynamic and driven 
Youth Development Coordinator to join our team and develop and manage our Youth 
Ambassador and Mini Ambassador Programmes. In addition to our programme delivery, 
you will also be required to assist at some community awareness events run by the 
Youth Ambassadors. 
 
The BulliesOut Youth Ambassador Programme is open to applicants between the ages of 
10 – 21yrs and provides a vehicle for young people to become involved in an anti-
bullying campaign. The Mini Ambassador Programme is for those aged 5yrs – 9yrs. 
 
Raising aspirations, encouraging empathy, respect and responsibility are crucial. The 
programme inspires them through positive opportunities and experiences and seeks to 
engage, empower, and develop young people further by providing them with training, 
skills, the responsibility of being an Anti-Bullying Ambassador and encouraging them to 
raise awareness and campaign in their school, work, or local community. 
 
This position is core to the work of BulliesOut and will play a fundamental role in 
supporting our strategic development, growth, and success. We are therefore seeking 
someone who is organised and will thrive in a fast-paced working environment and be 
motivated by having a significant impact on the future success of the organisation. 
 

Areas of Responsibility 
This job description is intended to convey information essential to understanding the 
scope of the job and the general nature and level of work performed by employees. It is 
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not exhaustive, and staff may be required to undertake other reasonable duties 
commensurate with the role as requested by the line manager. 
 
Teamwork 

• To be a key member of the BulliesOut Team, with collective responsibility for 
helping to drive forward the charity’s strategy and vision. Decisions will be made 
in the best interest of the organisation, and you will role model our behaviours 
and values. 

• Promote and support best practice across the organisation, including equal 
opportunities, management of risk, data protection, safeguarding, health and 
safety and continuous development. 

 
Project Delivery and Development 

 

• Using your ability to offer inspiration, guidance, and encouragement, you will be 
required to lead on the effective recruitment, management, and development of 
the BulliesOut ‘Youth Ambassador’ Programme to ensure it achieves its strategic 
objectives. 

 

• You will have the expertise to encourage a minimum of 8 young people annually 
to participate fully in the programme ensuring they fully understand the 
requirements and optional awards criteria. 

 
Project Coordination and Management 
 

• To develop the Youth Ambassador and Mini Ambassador Programmes to ensure 
they remain engaging, exciting, and empowering.  
 

• To build and manage effective relationships with schools and youth settings and 
promote the benefits of both programmes. 
 

• To engage and inspire young people aged 5 – 21yrs to become either a BulliesOut 
Youth Ambassador or a Mini Ambassador. 
 

• To provide a high standard of management for the Youth and Mini Ambassadors 
to ensure individuals are supported, developed, and comply with the 
programme’s aims and objectives. 
 

• To hold regular regional and national meetings with the Youth and Mini 
Ambassadors.  
 

• Source suitable and relevant skills-based training and activities for our Youth and 
Mini Ambassadors. 
 

• Where possible, answer all queries and act as the first point of contact for the 
Youth and Mini Ambassadors. 

 

• To regularly check any email/phone accounts relating to this project and maintain 
regular and effective communication with all Youth and Mini Ambassadors. 
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• To promote and encourage, where relevant, Youth and Mini Ambassadors to 
participate in our Youth Challenge Awards and effectively manage their progress 
 

• To effectively manage all administrative work relating to the role. 
 

• Ensure the project resources are re-stocked and kept organised. 
 

• Work towards targets and report on progress against targets monthly, providing 
evidence of targets achieved. 

 

• Attend partner meetings, presentations, and conferences. 
 

• To attend networking events to promote BulliesOut and build effective 
relationships. 

 
Impact and Evaluation 
Manage the impact and evaluation for the programme. 
 
Leadership 
When required, to lead and motivate the youth volunteer Ambassadors to perform at 
the highest level possible, ensuring that all work is of the highest standard, consistent 
with the organisation’s values, brand, and key messaging. 
 
Stakeholder Management 
Maintain effective relationships with schools and youth settings at a national level to 
ensure high quality delivery of all BulliesOut’s programmes. 
 
Other 

• When required, to represent BulliesOut at external events and campaign projects 
and act as an Ambassador for the charity. 

• To participate in Meetings and prepare monthly reports for the Board, as 
required. 

• To take responsibility for own personal and professional development and 
training, particularly gaps in knowledge and expertise where these have been 
identified. 

• A flexible approach to the role is required, which will include the requirement to 
coordinate cover within the Charity’s hours of business. 
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The Person we are looking for:  
 
 

Education Essential Desirable 

Good standard of education (GCSE’s, A-levels; Degree; 
Relevant Professional Qualifications, for example: youth work 
or social work) 

X  

Evidence of on-going professional development (for example: 
training courses or consolidated learning) 

 X 

Knowledge   

Knowledge of factors experienced by young people who are 
affected by bullying 

X  

 

Knowledge of strategies to help young people develop 
personal, social and leadership skills 
 

X  

Experience   

Experience of working with young people X  

Experience of using IT to manage organisational systems and 
processes 

X  

Skills   

Excellent organisation, planning, and time management skills X  

Able to communicate clearly and effectively in verbal and 
written formats to a range of audiences with professional 
credibility 

X  

Able to solve problems, involving others where appropriate, 
to progress organisational development 

X  

Able to adopt a flexible approach to the role’s responsibilities, 
but can also mange the pressure of regular organisational 
deadlines 

X  

Able to make timely, evidence-based decisions and consult 
with others in doing so where necessary 

X  
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Sensitivity to the concerns of individuals and an ability to 
listen effectively 
 

X  

Able to learn from own and others mistakes and incorporate 
the lessons into organisational practice 

X  

 

Knowledge of online networking and ability to manage work 
in an online environment 
 

 X 

Other   

 

A good knowledge of the Welsh Language  X 

A full UK driving licence and use of a car X  

 

 
Probationary Period  
Appointees who are new to BulliesOut must complete a probationary period of 3 months 
during which time their performance will be monitored. If satisfactory, the role will be 
continued, if not then employment may be terminated.  
 

Criminal Convictions  
The application form for this post states that you should declare any convictions or 
cautions, spent or not, for jobs which fall within the Rehabilitation of Offenders Act 1974 
(Exceptions) (Amendment) Orders 1986 and any later orders. For any job you should also 
declare convictions or cautions that are unspent.  
 

Smoking at Work  
BulliesOut operates a positive policy to control smoking in the workplace. There is a no 
smoking policy in operation throughout the work of BulliesOut. 
 

Remuneration 
Salary £8,800 (based on a full-time salary of £22,000 per annum) 
Pension Contribution 
Plus agreed out of pocket incurred Expenses 
 

Working Hours: 14 Per Week. The post holder will be required to work flexible hours 
which will occasionally include evenings and weekends to ensure the delivery of services 
and to attend such meetings and conferences as is required to further the Charity’s 
interests outside working hours. You will also be required to regularly check any 
email/phone accounts relating to this project. 
 

Holidays:  12 Days per year including statutory and public holidays. 
 

The successful applicant will be required to undergo an enhanced Criminal Records 
Bureau Disclosure and agree to adhere to all the Charity’s Policies. 
 

BulliesOut is committed to being an Equal Opportunities employer. 


