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Job Description

Job Title: 



New Routes Youth Projects Coordinator

Location:



Norwich 

Reports to:


          The Board of Directors
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Principle purpose of the post:
To coordinate the New Routes Youth Mentoring Project and International Families Club
Key Responsibility Areas

1. Recruitment of Volunteers for both the mentoring programme and International Families Club in accordance with the organisation’s recruitment process.

2. Recruit and consult mentees for the mentoring project.

3. Deliver ½-day training to all volunteers in Refugee Awareness and New Routes induction.

4. Deliver 2-day mentor training to new mentors using Mentoring & Befriending Foundation toolkit adapted to the needs of participants.

5. Organise SAFER child protection training for all volunteers aged 18+

6. Mentoring Support: Provide on-going support and supervision to mentoring partners to enable the maximum benefit from the mentoring programme.  Facilitate the beginning and ending of the mentoring relationship including matching mentors with mentees and supporting the relationship. Conduct regular interim monitoring of the mentee-mentor relationship.

7. Consult mentors at monthly volunteer meetings and arrange individual supervision sessions, following general meeting of all volunteers
8. Consult participants of the International Families Club to identify activities and sessional tutor needs.

9. Set up and coordinate weekly family workshop sessions, organising volunteers and sessional tutors.

10. Disseminate information about learning/training/engagement opportunities to participants
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11. Organise talks by local service providers / voluntary organisations as appropriate for the workshop sessions.

12. Organise team building, confidence raising activities for mentors and mentees and targeted training for mentors as appropriate.

13. Record all data, including all participants’ opinions of the scheme, to enable the organisation to monitor the progress of the scheme and evaluate its overall effectiveness.

Other Duties

· To attend bimonthly trustee meetings, and other relevant subgroups as appropriate
· To represent New Routes Integration at local and regional meetings as appropriate

· Provide bi-monthly reports to the board
Compliance and financial management

· To carry out all duties in compliance with appropriate procedures, including in the maintenance of records and information


General requirements

· To ensure adherence to policies and procedures with particular reference to race equality, diversity and Health & Safety policies

· To work in a flexible manner and to be willing to be undertake other duties as reasonably requested

· To provide excellent customer care in dealings with the public

Special conditions of the post

· To be able to work flexibly – including evenings and weekends as required.

This post is subject to an enhanced DBS check
Norwich Social Centre, Catherine Wheel Opening, St Augustines St, Norwich NR3 3BQ.  
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