
Job advert – Programme Coordinator (East Anglia and West Midlands) 

Are you a confident and hardworking individual looking for a new and exciting opportunity? Are you 
passionate about helping young people to achieve and sustain better lives? 

We are looking for a committed, capable, curious, and confident Programme Coordinator to join our 
expanding team. 

The key objectives in the role are: 

• To support the coordination of the logistics required to plan an effective NCS programme. 
• To work alongside the Programme Manager, Learn by Design’s Learning and Development 

Team and partners in the community to strengthen the NCS programme with rich and 
engaging curriculum content. 

• To work with a passionate team across departments to create an exciting and impactful 
experience for all participants and to work effectively with the Programme Manager. 

• To support in the recruitment of seasonal staff and to support in the management of said 
staff throughout the delivery of the NCS programme. 

• To support the seasonal staff on the ground during summer to deliver an engaging, 
impactful programme for participants. 

• To support NCS graduates to continue social action in their local community. 
• To be familiar with the use of a Customer Relationship Management system. 
• Support client relationship management with support from the Programme Manager. 

What is National Citizen Service? 

NCS is the government's flagship youth programme for 15-17-year olds. 

NCS is an experience designed to challenge participants and make them more socially engaged. 

Participants experience residential activities away from home and team-based skill building sessions, 
before developing their own Social Action Project designed to benefit their local communities. To 
date, more than 500,000 young people have taken part in NCS. 

The role 

To be successful in the role you will need exceptional communication ability, verbal and written. You 
will support the creation and design of the young people’s curriculum and the selection of seasonal 
staff. You will be required source venues that will help inspire our young people through a high-
quality experience. You will be supported in all activities by your Programme Manager, who will 
provide guidance and budgetary guidelines. 

You will need to have a natural flair for thinking creatively and be organised and able to work 
effectively under pressure. Experience working with Excel is desired. You must have initiative to 
react in a demanding environment. 

A strong work ethic is essential. 

Experience of working on the NCS programme is preferred although not essential. Pertinent 
university degrees are also preferred. 



How to apply and assessment 

If you are interested in the role, please submit a CV and cover letter (maximum 500 words), 
detailing why you think you would be a good fit for the role and evidencing how you meet the 
requirements in the job description. The application closing date is Monday 22nd March 2021.  

After application, an initial screening will be followed by a virtual assessment where we will ask you 
skills-based interview questions. You will also be given a short task and will be asked to present a 10-
minute presentation on a topic of your choice. These interviews are scheduled for Monday 29th and 
Tuesday 30th March 2021 (please note the short turnaround between closing applications and 
assessment). 

Employment is subject to the provision of satisfactory references and the satisfactory completion of 
an enhanced DBS Check. All candidates must have the right to work in the UK, a full UK driving 
licence and their own vehicle. 

Job Type: fixed term contract until December 2021 

Salary: £23,000 per annum (this figure includes a £200 per month car allowance) 

Location and hours of work 

Learn by Design are a partner responsible for delivering the NCS programme in multiple areas across 
the country. The role will initially be remote to comply with the organisations COVID Safety Policy, 
and then based out of our West Midlands head office in Tamworth, with occasional travel to work 
from the East Anglia office in Hitchin. The role will also require frequent travel between the two 
regions. The Programmes Team meets in various locations across the country. Site visits are to be 
conducted in line with the needs of the contract. Expenses, overnight accommodation, and 
subsistence are covered where needed. Due to the varying nature of the workload, the candidate 
will occasionally be required to work flexible hours. 

Holiday: 2 days' holiday per full calendar month worked over the period of employment plus public 
holidays. 

Job Types: Full-time, Contract 


