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Participation Coordinator
Job Description and Person Specification
About the role
Title: Participation Coordinator
Reporting to: Me2 Club Manager/ Board 
Responsible for: Volunteers (as required for participation projects)
Purpose of the role
Every year, Me2 Club matches over 100 children who have additional needs or disabilities with committed and passionate volunteers to help them attend and take part in mainstream leisure activities. We tackle the impact of exclusion and social isolation experienced by children and young people and help build their confidence, self-esteem and independence.

This role is designed to strengthen children and young people’s involvement in decision‑making across Me2 Club and the wider local area. As a Participation Officer, you will nurture relationships with children and young people, supporting them to share their experiences, influence service development, and contribute meaningfully to co‑production at organisational and local authority levels.

The role is part‑funded by Wokingham Borough Council and plays a key part in supporting co‑production, ensuring children and young people’s voices shape strategy, practice and improvement in Reading and Wokingham. 
The Ideal Candidate
You will be passionate about ensuring inclusion for all children and young people with additional needs and disabilities. You’ll be able to quickly build trusting relationships with children of all abilities and their parents and carers.
You’ll be knowledgeable and experienced in supporting children and young people to share their views using a range of participatory tools and techniques, and confident in helping them communicate with senior decision makers.
You will understand the value of partnership working and be able to manage relationships with a range of partners, including voluntary, community and statutory organisations.
Service Delivery
· Work collaboratively with children and young people to plan and deliver ways for them to share their experiences and views.
· Develop creative and accessible methods to gather feedback from children and families about the support they receive from Me2 Club.
· Provide regular communication and feedback to children and families about how their views have influenced decisions.
· Coordinate and run participation groups, including Reading and Wokingham SEND Youth Forums, Takeover Days, and other individual or group sessions.
· Support the Youth Ambassador to contribute to Trustee Board meetings and other leadership forums.
· Advocate for the needs of children and families and work in a person‑centred way that empowers beneficiaries.
· Recruit, train and support volunteers involved in participation projects.
· Contribute to the planning and delivery of additional Me2 Club projects that focus on building children and young people’s participation.
· Undertake any other duties within the scope of the role that support effective participation and service delivery.
· Ensuring services are delivered safely and responding promptly to any safeguarding related concerns in line with Me2 Club’s procedures
· Undertake, record and review all necessary Health and Safety assessments relating to children and young people’s activities.
· Be trained to Safeguarding Children Level 2 and support volunteers in reducing risk and taking safeguarding action.
· Contribute to the planning and delivery of additional Me2 Club projects, programmes or initiatives as required to meet service needs.
· Support the development and implementation of new approaches, tools or processes that enhance service delivery.
Service Needs
· Build positive and impactful relationships with voluntary, community and statutory partners across Reading and Wokingham.
· Represent Me2 Club at Local Authority and partner meetings, coordinating information sharing and ensuring children’s views are communicated effectively.
· Provide advice and guidance to colleagues and partners on effective co‑production and participation practice.
· Promote and represent Me2 Club across Reading and Wokingham to increase awareness of participation opportunities.
· Collect and record monitoring and evaluation data to support assessment of impact and continuous improvement.
· Ensure services are delivered safely and respond promptly to safeguarding concerns in line with Me2
Organisational Development
· Support Managers and Board of Trustees in increasing children and young people’s influence in strategic decision‑making.
· Share emerging themes of need from beneficiaries to support funding applications and strategic planning.
· Contribute to Monitoring & Evaluation development by collecting and communicating data to improve service delivery and impact.
· Attend relevant strategic meetings when required to provide operational updates.
· Contribute to internal and external reports relating to participation and co‑production.
Other
· Adhere to Me2 Club’s policies, procedures, legislation and good practice.
· Support the planning and delivery of Me2 Club’s additional projects, including Family Events.
· Represent Me2 Club, promoting our vision and mission to all audiences.
· Promote and maintain diversity and equality of opportunity in all Me2 Club’s work and practices.
· Undertake any other duties commensurate with the general level of responsibility for the role
Person Specification
Essential Criteria 
All criteria are essential unless otherwise stated.

Experience/Training:
· Experience of working with children with additional needs including social, emotional and behavioural difficulties.
· Experience of delivering group work with children, young people and families.
· Experience of delivering training, workshops and presentations 
· Experience of supporting children and young people to participate in co‑production and influence decision makers.
· Experience of nurturing relationships with partner organisations.
Abilities, Skills and Knowledge:
· Good understanding of the needs of children with additional needs and disabilities including Autism and Learning Disabilities. 
· Strong relationship building skills and able to quickly gain the trust and confidence of children, families, volunteers and activity providers
· Strong communication skills including oral and written for a range of internal and external audiences
· Strong knowledge and understanding of safeguarding practice, including recognising and responding to concerns.
· Highly organised and able to manage multiple priorities
· Able to effectively influence and negotiate on behalf of children and their families 
· Ability to manage own workload
· Ability to motivate, enthuse and inspire others, including direct reports and volunteers
· Adaptable to change and able to lead others through periods of uncertainty
· Good IT skills and ability to learn how to use a range of applications including the charity’s CRM, Office 365 and WordPress.
· Understanding of data protection, confidentiality and safe information handling.

Personal Qualities:
· A commitment to Me2 Club’s vision and mission, ensuring Inclusion for All
· A commitment to safeguarding children and vulnerable adults 
· A commitment to equality, diversity and inclusion in all aspects of work.
· Ability to take responsibility for own learning and development
· Creative approach to problem solving
· Resilient and able to maintain energy, focus and positivity

Criminal Record Check:
Enhanced DBS

Travel Required: 
Frequent travel across Reading and Wokingham with some travel outside of these areas. This post is an essential car user and therefore you must have access to a vehicle. Full UK driving licence and access to a vehicle for work purposes.

Terms and Conditions of Employment:
Salary: £24,694 – £28,000 FTE (pro‑rata £14,816 – £16,800 based on 0.6 FTE)
Hours of work: 22.2 hours per week (0.6 FTE), Monday–Friday, with occasional evening and weekend work. Working pattern to be agreed with the successful candidate.
On-call: TBC
Office Location: Hybrid working: remote working with occasional travel to the Berkshire office.
Contract type: Fixed Term 
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