



	Job Title
	Holiday Activity Officer

	Grade
	Grade 7 (SCP 26 to 30) Fixed Term until 31/3/2025

	Manager
	Club and Neighbourhood Support Manager

	Direct Reports
	None



JOB DESCRIPTION
Main Purpose of Post
The Holiday Activity Officer post (HAO) will play a key role in the delivery of Manchester’s Holiday Activity Programme. The post holder will be driving relationships across the Voluntary, Sport and Social Enterprise sector (VCSE) ensuring that high-quality free at the point of access Holiday Activity is available to all eligible young people in Manchester.
The post holder will demonstrate strong partnership working with key stakeholders across the VCSE sector in Manchester including leisure operators, parks teams, community groups, sports clubs, and volunteers.  
The post holder will also be responsible for ensuring that all monitoring and reporting is received in line with the Grant conditions.

Main Duties and Responsibilities
1. To be responsible for the coordination of partnerships / collaborations to deliver the programme
2. To assist in the development of a programme plan in line with grant terms and conditions
3. To liaise with partners to identify priority issues within the programme e.g. equalities/inclusive practice
4. To engage with delivery partners to ensure that systems are in place to monitor and evaluate the programme on an ongoing basis
5. Working with the Business support team to ensure that funding is allocated in a fair, transparent and timely manner to ensure effective delivery
6. To develop effective methods of engagement with children and families/carers
7. To identify gaps in provision and work with partners to develop new initiatives to provide services in those areas
8. To manage and mitigate risk in relation to programme delivery
9. Monitoring and reviewing the outputs and outcomes across the programme
10. To ensure that the programme links effectively with other city-wide initiatives
11. To provide reports and updates as requested by partners
12. To manage the programme budget and provide financial updates

[bookmark: _jntm5rzehcr2]As part of the organisations flexible and supporting culture, to show a willingness to help and enthusiasm towards supporting colleagues and peers from all sections within the organisation should an individual or team require assistance.

[bookmark: _9bqhytna034y]MCRactive is proud to support the Our Manchester Strategy. We embrace the Our Manchester behaviours and as a part of the MCRactive team you should adopt and adhere to these behaviours and encompass them as a part of your daily working:
· We work together and trust each other; 
· We take time to listen and understand; 
· We 'own it' and aren't afraid to try new things; 
· We're proud and passionate about Manchester; and
· We show that we value our differences and treat people fairly.




PERSON SPECIFICATION
Essential
1. Excellent IT skills (Microsoft Office).
2. Excellent interpersonal and communication skills with the ability to choose the appropriate method of communication for the recipient.
3. Excellent administrative, planning and organisation skills.
4. Ability to work on own initiative and plan workload.
5. Good problem solving and decision-making skills.
6. Good level of literacy and numeracy skills.
7. The ability to work under pressure and prioritise tasks and workload.
8. Able and confident to resolve moderately complicated work-related queries.
9. Ability to analyse situations, diagnose problems, identify issues, and propose practical and acceptable solutions.
10. An agile and flexible mindset with the ability and aspiration to help and support all colleagues across the organisation.
11. Ability to work effectively as part of a team.
12. Excellent time management skills.
13. Self-motivation and personal drive to complete tasks to required time scales.  
14. Ability to work effectively as part of a team.
15. Excellent Customer service skills
16. The ability to oversee the Delivery of High Quality Services.
17. The ability to explore innovative ways of working
18. Ability to act on instructions and use own initiative.
19. Flexibility to adapt to changing workload demands and hours depending on the programme of events and activities.
20. Personal commitment to continuous self-development.
21. Commitment to read, understand and comply with all policies and procedures relating to information assurance. Including all relevant information laws including but not limited to the EU GDPR, Data Protection Act 2018 and all other relevant national implementing legislation. Where a role is designated a place within the Data Protection Committee, the role holder will be required to perform the additional responsibilities associated with this.
22. Personal commitment to ensure services are equally accessible and appropriate to the diverse needs of the service users.
23. If required, a willingness to consent to and apply for an enhanced disclosure check.

Desirable
24. Drivers Licence
________________________________________________________________________

Through personal example the post holder should show an open commitment to ensure diversity is positively valued, resulting in equal access and treatment for all in employment, service delivery and communications.
Where the post holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment, to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration.
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Head office: c/o National Squash Centre & Regional Arena, 
Etihad Campus, Gate 13, Rowsley Street, Manchester M11 3FF.
Office: 0161 974 7837                      Email: info@mcractive.com
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