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University of Derby Job Description
Job Summary
Job Title
Saturday Club Manager 
College/Department 
Provost Learning and Teaching 
Location
Kedleston Road, Derby, DE22 1GB 
Job Reference Number
0141-26
Job Grade
ATOS 5
Salary
£28,636 to £30,394 per annum pro rata, (for exceptional performers, there is scope for further progression up to £34,953 per annum pro rata).
Reports To
Head of Civic and Communities 
Line Management Responsibility
No
Job Description and Person Specification
Role Summary
To oversee the delivery of the Derby Saturday Club: Society and Change for the University of Derby, in partnership with local stakeholders. This club will support 13–16-year-olds and the focus of the programme to be delivered is on Society and Change. This club will attend to the University of Derby’s commitment to working with local communities and attends to the Universities Civic goals and public engagement strategy. The post holder will be responsible for the development of the scheme of work and lesson plans, purchasing materials and developing resources, organisation and booking of off campus visits to London, the management of the club and its members, the management of student ambassadors and guest speakers. 

This role will contribute critical input to the skills development and engagement of young people from Derby aged 13 – 16, working with local learners to explore ‘society and change’ placing youth voice and talent development at the core of this learning experience. It will also form part of the comprehensive Civic and Public engagement offer from the University.

Principal Accountabilities
Be solely responsible for the management and delivery of the Saturday Club Derby.
1) Induct, supervise, and advise all stakeholders, including learners, teaching and research staff, and external customers on the operation of the club and relevant club processes.
2) Develop an innovative scheme of work for the academic year, deciding upon the modules and projects to be taught.
3) Be responsible for identifying, booking, and supervising all guest speakers and technicians required during the club programme.
4) Train and manage all student ambassadors who facilitate sessions on each Saturday.
5) Liaise constantly with the Communications teams at University of Derby, with local partners and National Saturday Club to help promote the club in schools, process club applications, and communicate regularly throughout the programme year.
6) Be solely responsible for communication and the handling of enquiries and complaints from the club members, their parents/carers, and the schools.
7) Work cohesively with colleagues from the University of Derby and with local partners of the Derby Saturday Club: Society and Change. 
8) Work cohesively with colleagues from the National Saturday Club Head office, to ensure that the local club in Derby is organised professionally and in conjunction with the department. 
9) Manage all Safeguarding and Health and Safety of the club members and internal and external stakeholders.  This includes producing Risk Assessments, especially when equipment or dangerous substances are being used.
10) Collaborate with the National Saturday Club to organise visits, to follow their instructions and adhere to our contract.
11) Organise and manage two off campus visits to showcase work of attendees and develop their skills and experience. 
12) Manage the participation of the Saturday Club from Derby’s exhibition and award ceremony at Summerset House, London. 
13) Manage a small budget, to buy materials, refreshments, and to organise and fund the off-campus visits travel/accommodation/hospitality. 
14) To attend ‘Tutors Training/Meetings’ provided by the Saturday Club Trust, for continued professional development. Health and safety and Safeguarding are a priority and will be embedded in all tasks and responsibilities of the role. The post holder will ensure the Health and Safety of any person for which they are responsible, and all the activities being carried out within the club. This is delivered through the provision of risk assessments, safe processes of work and effective monitoring and supervision. The post holder is also responsible for the safeguarding of club members whilst on campus and during London visits.
15) Undertake Risk Assessments of all equipment, processes and procedures associated with the role and to ensure their correct implementation within the Health & Safety framework of the University on a continuous basis.
16) Ensure that club members are trained or supervised in the use of equipment and related techniques, to ensure compliance with statutory Health & Safety and manufacturer guidelines.
17) In accordance with Safeguarding procedures, to deal with any disclosures, concerns, or incidents in an appropriate and empathetic manner, and to inform your line manager and the university Safeguarding Lead at the earliest opportunity.
Person Specification
Essential Criteria
Qualifications
· Level 3 qualification or equivalent experience
· Safeguarding training and First Aid qualification or willingness to work towards.

Experience
· Experience in an office environment.
· Experience of working with children in an education or enrichment setting.
· Experience and understanding of the further education/education sector.
· Experience of working with mixed ages, cultures, and abilities. 
· Experience of overseeing / monitoring a budget and building costings for events.
· Experience of implementing procedures and systems developments.
· Demonstrable experience of supporting the administration of multiple projects, comprising of different activities.
· Experience of working and liaising with stakeholders in respect of project resources and delivery.
· Proven experience in successfully supporting other staff to deliver effectively. 
· Experience of building and maintaining excellent working relationships with stakeholders.

Skills, knowledge & abilities
· Able to interact positively with young people and adults.
· Ability to use IT to a high level of competence.
· Knowledge of safeguarding policies and procedures
· Excellent administrative skills.
· Excellent communication skills- written and verbal.
· Excellent numeracy skills, with good attention to detail and the ability to create and update accurately complex and detailed spreadsheets.
· Highly organised, with excellent time management and the ability to deliver to tight deadlines in a demanding environment.
· Ability to identify and anticipate problems, taking the necessary actions to escalate and resolve. 
· Ability to use data and information effectively to set and monitor delivery objectives, attention to detail.
· Well-developed ICT skills, particularly MS Office applications. 
· Excellent knowledge of administrative support processes and activities, e.g. business systems: finance, purchasing, invoicing, contract coordination, process audit.
· A good team worker and leader with ability to enthuse and motivate to encourage participation in events and ideas 
· Ability to work unsupervised and manage own time and priorities; be well organised and self-motivated 
· To have flexibility and willing to try out new ideas

Business requirements
· Willingness to work flexibly and be responsive to business needs and customer expectations (i.e. working some evenings and weekends, as required, with prior notice). 
· A commitment to Equality, diversity, and inclusion.
· Willingness to travel between sites and external partners sites in a cost effective and timely manner.
· Completed Enhanced DBS check with Child Barred List
Desirable Criteria
Qualifications
· Degree in youth work or related discipline.
· Youth coaching, outdoor instruction and any other relevant vocational coaching or instructing qualification.

Experience
· Previous Civic or arts-based project work experience.
· Experience of working in further education or Higher Education/business support sector.

Skills, knowledge & abilities
· Understanding of National Saturday Club.
· Understanding of Society and Change focused programmes of work for young persons.

Benefits
The University of Derby believes in providing choice to our people suited to their needs or life stages. Offering a number of salary sacrifice options, a generous holiday entitlement of 26 days plus bank holidays and 4 concessionary days, a host of family friendly policies, mean that splitting your time and finances can be easier. For those with prospective students in the household, we also offer tuition fee support to partners and children and, not forgetting you, we offer financial support for accredited learning.
Our competitive 'total reward' offering has something for everyone and looks to reward and recognise people in different ways.
Core to the package is a competitive pay structure and generous public-sector pension schemes. Our pay structure allows for stepped progression in role and is reviewed against the market and, where applicable, awarding national pay awards annually. Further financial support is offered through our Financial Wellbeing Hub, not forgetting our generous pension contributions supporting your retirement fund within our Local Government Pension Scheme.
Wellbeing at Derby features within our benefits options from our Employee Assistance programme through to our eyecare voucher scheme, not to mention the discounted membership for our on-site gym at our Kedleston Road campus. With our Inclusion and Wellbeing Networks, there really is support for everyone.   
We also facilitate ‘Give as You Earn’ options to donate to your preferred charities straight from your pay which enhances the amount your charity receives for your donation.
At the University of Derby, we celebrate loyalty and achievements through our Staff Excellence Framework be it financially, or non-financially. We aim to foster a culture of boldness and brilliance in our people, and from a simple thank you through to a local awards ceremony, we recognise and celebrate notable achievements of our colleagues.  
For more information on the benefits of working at the University of Derby go to the Benefit pages of our website.
Our People 
The University of Derby is committed to promoting equity, diversity and inclusion, regardless of age, disability, trans status, marriage and civil partnership, pregnancy and maternity, race, religion or belief (or none), sex and sexual orientation. 
We are Disability Confident Employers, demonstrating our commitment to disability inclusion, and invite applicants to highlight adjustments they may require to ensure equitable participation in our recruitment processes.
Further, we are committed to ensuring an environment which is trans and non-binary-inclusive for all our staff, students, partners, and visitors, and continuously review our policies, guidance and training.
When applying to join the University, you can choose your preferred title, including the gender-neutral title 'Mx'. We also ask our candidates if they would like to share their preferred pronouns. This is voluntary but demonstrates our commitment to inclusivity for trans and non-binary candidates. Once employed, you can add pronouns and preferred names onto our system.
The University of Derby undertakes anonymised shortlisting during the staff recruitment process. This means that, when shortlisting, panel members will not be able to see an applicant’s name and will see an applicant number instead. This demonstrates the practical steps we are taking to remove barriers to recruitment by minimising the possible impact of our unconscious bias.
However you identify, we actively celebrate the knowledge, experience and talents each person brings. Our students come from a wide range of backgrounds; therefore we are particularly interested to hear from applicants who will help our leaders and teams be more reflective of our student population.
For more information on equity, diversity and inclusion at the University of Derby, please visit our website.
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