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	Position Title
	Active Schools Coordinator

	Directorate
	Education and Children’s Services

	Department
	Active Communities

	Location
	Hawick

	Hours of Work
	37 hours (1.0FTE)

	Line Manager Title
	Active Schools Manager

	Staff Responsibilities
	NA

	Registration Requirements
	NA

	Contract Status
	Temporary- Fixed term to 31st March 2027 (Subject to funding approval this role will be extended to 1st August 2027)

	PVG or Disclosure Status
	PVG

	Political Restrictions
	NA

	Work Pattern
	7.4 hours per day, Monday to Friday

	ROLE PURPOSE AND KEY RESPONSIBILITIES/DUTIES

	This can be used for the basis of your advert

	Role purpose

The fundamental aim of the Active Schools Network is to offer all children and young people the opportunities and motivation to adopt active, healthy lifestyles, now and into adulthood.  We are looking for a motivated and professional individual to coordinate in the Hawick cluster. 

Be part of the team responsible for developing and supporting an infrastructure within the school and wider community to achieve our aim.

Be part of the team making this happen by recruiting, supporting and sustaining a network of volunteers, coaches, leaders and school staff who in turn deliver physical activity opportunities before school, during lunchtime, after school and in the wider community.

A degree and further relevant experience or qualifications in a sports and/or business-related discipline are required. If you can clearly demonstrate knowledge and understanding of the aims of the Active Schools network and have extensive experience of engaging with children and young people through sport and physical activity in education, sport, health, community leisure and/or recreation industries as well as proven project management experience, we would love to hear from you.

 Operational responsibilities

1. Recruit, retain, develop and reward a workforce infrastructure of people to deliver quality opportunities within schools and the local community. 
· Provide mentoring, support and leadership/CPD opportunities to ensure the workforce is actively making a difference and of the highest standard possible. 

2. Provide more and quality opportunities for all children to participate in physical activity and sport and enable the creation of pathways from school to the wider community. 
· Increase the number and diversity of children participating in sport and physical activity. 
· Support and develop effective partnerships and pathways between schools and community clubs to facilitate lifelong participation and opportunity. 
· Locally manage the delivery of a coordinated school sport programme of competition and fixture-based activity to drive increased participation of children and young people. 

3. Increase participation across disadvantaged groups as identified through our strategy, working with partners and external agencies to engage and maintain participation across school, club and performance sport. 

4. Ensure the profile of all opportunities, pathways and development are of the highest standard possible and visible to all schools, communities, partners and key stakeholders using formats including Sportscotland reports, local authority reports, local press, social media and more.

5. Report and communicate locally and nationally the impact being made to lifelong participation both quantitatively and qualitatively through a consistent process. Utilising the evidence to effectively impact the Active Schools programme and wider sport and physical activity service moving forward. 

6. Collaborate with key stakeholders and partners to achieve an integrated PEPAS (Physical Education, Physical activity and sport) and locality planning approach to maximising opportunities for all. 

7. Customer focussed approach to all Active Schools accountabilities whilst also ensuring quality assurance is maximised. 

8. Responsibility to manage, lead, develop, motivate and train all paid staff and wider volunteer workforce to meet the objectives of the Active Schools programme.  

General Responsibilities

9. Effectively plan, manage and utilise financial budgets to aid achieving the objectives of the Active Schools programme. 

10. Build and maintain good working relationships with colleagues within and out-with the organisation. 

11. Ensure that services are delivered with a customer focused ethos

12. Positively represent Scottish Borders Council internally and externally e.g. at networking events, meetings, conferences and exhibitions to enhance and strengthen our profile.

13. Comply with, and ensure compliance with, all Scottish Borders Council protocols, policies and procedures. Including child protection, data protection, health and safety and human resources. 

14. Promote equal opportunities in service delivery and management of paid staff and wider workforce volunteers.

15. As an employee you must take reasonable care for the health and safety of yourself, other employees and anyone else who may be affected by your work activities carried out. Employees shall work in accordance with policies, procedures, information, instructions and / or training received.

16. This job description is indicative of the nature and level of responsibility associated with the job. It is not exhaustive and there may be a requirement to undertake such other duties as may be required to meet the needs of the service or Scottish Borders Council. 


Other details:

Requirement to work out of hours or weekends - Occasionally

Requirement for PVG/Disclosure check – Yes 

This role will involve travel between various locations within the Scottish Borders.  The post holder will be required to hold a full, valid driving license and have access to a car

This role is temporary to 31st March 2027 and subject to funding approval will be extended to 1st August 2027. 
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	PERSON SPECIFICATION

	Criteria
	Essential 
	Desirable

	Education, Qualifications and Training
	Degree and further relevant experience or qualifications in a sports and/or business-related discipline
	Membership of a relevant professional organisation

	Experience
	Extensive experience of engaging with children and young people through sport and physical activity in education, sport, health, community, leisure and/or recreation industries.

Proven project management experience.


Management of staff and/or volunteers, including recruitment, mentoring and managing performance. 


	Experience of the primary and Secondary curriculum and working in a school environment.

Experience and knowledge of strategic and operational sport, sport development and physical activity planning and delivery.


Experience of engaging with children and young people from disadvantaged groups through sport and physical activity.

	Skills, Knowledge and Competencies
	
Knowledge and understanding of the aims of the Active Schools Network.


Ability to establish and maintain good working relationships with key internal and external partners and organisations.


Ability to coordinate and bring together all elements of Active Schools work.



Ability to present and share information in an interesting and stimulating manner.

Ability to prioritise tasks, meet deadlines and work on own initiative.


Ability to work with minimum supervision and a track record of meeting deadlines.


Ability to deal with difficult challenges and situations.


Ability to respond positively and enthusiastically to change within Active Schools and Scottish Borders Council.,

Knowledge and understanding of health and safety, child protection, data protection protocols, policies and procedures.

Excellent verbal and written communication skills.


Excellent inter-personal skills.


ICT skills: Confident and competent user of all packages within Microsoft Office. 

	
Experience, knowledge and understanding of financial management and budgeting procedures. 


Experience, knowledge and understanding of the Sport, sport development and physical activity process and participation pathway.


Experience that clearly demonstrates the ability to lead and develop programmes and projects from conception to implementation. 

Ability to integrate with other teams, giving a clear picture of actions required to produce results in your area of responsibility. 
Ability to identify and develop the training needs of volunteers, leaders and coaches. 

	Personal attributes
	Enthusiastic and highly motivated.


	

	Other

	
	


This profile is indicative of the nature and level of responsibility associated with the post.  It is not exhaustive and the post holder may be required to undertake such other duties as may be necessary by the Service Director to meet the needs and responsibility of the service and the council.

Equality - Ensure that all work and outputs comply with and promote equal opportunities, diversity and human rights.  Ensure that systems are in place for reporting management information and making recommendations for any corrective action necessary.

	Completed by Human Resources

	HR Number
	
	Role Profile Number
	

	Date Grade Allocated
	
	Grade
	

	Post Number (existing)
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