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Role Description: Schools Education Coordinator (Part-Time) 
 

Position Schools Education Coordinator  

Salary Scale £13,200  

Reports to  Director of Programmes 

Reference SUSOMAD/EDCO/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 
Schools Education Coordinator to join our team and deliver our Stand Up, Speak Out, 
Make a Difference anti-bullying workshops programme. 
 
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. 
 
This is an exciting opportunity for someone who is confident in facilitating in-person 
sessions to large groups of children, young people, and school staff, can adapt training 
content/delivery to suit a variety of stakeholders, embraces new opportunities, problem-
solves creatively and pays attention to detail. 
 
You will be responsible for the booking and delivery of our anti-bullying workshops for 
children and young people. The sessions will mainly be delivered during term-time in 
primary and secondary schools with some occasional work to youth settings. The rest of 
your time will be spent working with your colleagues to develop engaging resources, 
preparing resources, and recording the incredible impact you are having so we can 
promote your success stories. 
 
Please note, on the days where no workshops have been booked, we are looking for 
someone who would be happy to also deliver some of our training if needed. Some 
travel across the UK to deliver our work in schools, including overnight stays may be 
required. 
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Responsibilities 
 
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 
not exhaustive, and staff may be required to undertake other reasonable duties 
commensurate with the role as requested by the line manager. 
 

• Engage with schools and youth settings to promote, book, and deliver of 
BulliesOut’s Stand Up, Speak Out, Make a Difference anti-bully workshops 
programme. The programme consists of a suite of workshops covering a range of 
anti-bullying themes for children and young people of all ages. We also have 
workshops for educators and parents. 

• Deliver a minimum of 10 workshops each week during term time in schools and 
youth settings, in line with government and school guidelines.  

• Manage key administrative duties to ensure the smooth running of the programme, 
to include booking any travel, accommodation 

• and preparing resources for workshops. 

• Take responsibility for any programme feedback to feed into impact reporting. Be 
meticulous on monitoring and evaluation of the workshops, including collation of 
case studies to demonstrate impact of the programme. 

• Support on the production of any associated curriculum-based resources for schools 
to reinforce the programme’s work. 

• Prepare and provide regular reports, in line with KPIs and target set.  

• Support on the organisation and delivery of Anti-Bullying Week Campaigns or events 
throughout the year. 

• Work with colleagues across the organisation, as and when required.  

• You may also be asked to deliver other areas of our work if needed. 
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The Person we are looking for:  
 

Skills 
 

• Ability to effectively communicate programme content to a wide variety of 
audiences, including Primary and Secondary School age young people, Teachers, 
Pastoral Staff and other stakeholders 

• Excellent oral and written communication skills with an ability to communicate at 
all levels and to groups of all sizes 

• Able to prioritise own workload and deal with competing demands 
• Ability to work on own initiative and within a team to achieve outputs 
• Possess strong creative, leadership and communication skills 
• Excellent time management 
• Excellent IT skills including all Microsoft packages 

 

Experience 
• Proven track record of delivering workshops/facilitation to large groups of young 

people 
• Knowledge of issues affecting young people online and offline including bullying 

behaviour, mental health, and any influences on young people in their peer 
group 

• Commitment to child online safety, following school and government policies and 
staff responsibility in executing duties 

• Proven track record of developing and maintaining own performance and 
accountability to measure and meet Key Performance Indicators 

• Experience of organising and prioritising a demanding workload to meet 
deadlines 

 

Personal Attributes 
• Commitment to and ability to inspire commitment to BulliesOut’s vision, values 

and mission 
• Ability to forward-plan, think strategically and take the lead when required 
• Personal integrity and credibility 
• Ability to communicate effectively and engage with a wide variety of audiences 
• Commitment and drive for self-development 
• Ability to work well under pressure 
• Driven to achieve great results for young people 
• Energetic, flexible and a willingness to travel extensively across the UK 
• Driver’s Licence and use of a car is essential 
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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 £13,200 (based on a full-time salary of £22,000 per annum) 
Pension Contribution 
Plus agreed out of pocket incurred Expenses 
 

Working Hours: 21 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:  17 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. 
 

 
We will consider full-time hours for the right applicant. 

 
 
 

BulliesOut is committed to being an Equal Opportunities employer. 


