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BookTrust Cymru Coordinator
Location: Cardiff 
The post holder will report to:  Early Years Engagement Manager
Job Purpose: The BookTrust Cymru Coordinators provide support to a wide range of work in Wales. This can include working on new and existing programmes, events, communications to stakeholders and beneficiaries, campaigns and coordinating BookTrust Cymru office activity. 
BookTrust’s programmes are delivered through collaboration between specialist teams in Wales and London. The Coordinator roles require the ability to work effectively across different teams to deliver shared outcomes, as well as the ability to work independently as part of our small team in Wales. 
Our Coordinators’ work can be varied and we’re looking for someone who is flexible, adaptable and genuinely interested in taking on different kinds of tasks and trying new things. We’re looking for someone who can collaborate with colleagues and partners and who has a genuine interest in our work. This particular role will focus on supporting the Bookstart programme and our early years work (0-3).. Through Bookstart, we aim to delivery books, guidance and support to every family in Wales when children are approximately 6 and 27 months old. The programme is a key part of BookTrust’s strategic focus on supporting children and families in the early years.
For more information about Bookstart in Wales, visit https://www.booktrust.org.uk/supporting-you/families/our-programmes/bookstart/bookstart-in-wales/.  

Key BookTrust Cymru Coordinator responsibilities:

Programme Coordination – To ensure that relevant programmes and projects in Wales are delivered on time and to a high standard, including liaison with external partners and other BookTrust teams. 
Relationship Management and Communications – To maintain strong relationships with relevant partners and stakeholders for BookTrust Cymru and support effective communications.
Project Development – To contribute to the development of activities in Wales that will increase the impact of BookTrust Cymru’s work and mission.

This is a full time, permanent role. We can consider requests for part-time working and these will be reviewed alongside the requirements of the role and business needs. Please make any such requests clear at the time of application.
Principal Duties for all BookTrust Cymru Coordinators:

Programme Coordination
· To work closely with relevant teams across BookTrust to ensure a high standard of operational delivery for relevant programmes in Wales, meeting relevant targets and achieving outcomes;
· To coordinate events and activities to a high standard e.g. meetings, conferences, promotional events;
· To support monitoring and evaluation of BookTrust activities in Wales e.g. coordinating feedback from stakeholders and partners, collecting and analysing data, producing reports, using feedback to make recommendations;
· To provide core administrative support to the BookTrust Cymru office to ensure smooth-running of day-to-day activities and services, including budget administration and efficient record-keeping.

Relationship Management and Communications
· To manage day-to-day relationships with relevant stakeholders which support effective delivery of programmes and activities, maintaining positive relationships and an excellent standard of service;
· To provide a professional first point of contact for enquiries to the BookTrust Cymru office/ relevant programmes (telephone, email, social media);
· To support relationship development and awareness-raising that will further BookTrust’s goals and mission in Wales through a range of media and face-to-face engagement;
· To develop high quality communications material to support BookTrust’s work in Wales, ensuring that communications reflect BookTrust’s mission and brand and are relevant to the Welsh context, including Welsh language requirements;
· To maintain excellent relationships and regular communication with teams across BookTrust to ensure efficient and high quality activity delivery.

Project Development

· To support the development of new projects, programmes and activities in Wales e.g. developing new materials and activities, liaising with stakeholders, supporting consultation;
· To support resource development for programmes and activities in Wales.
General Duties
· To be an active member of the BookTrust team, participating fully in meetings and supporting colleagues;
· To fulfil all monitoring and reporting requirements to a high standard;
· To be committed to personal development, particularly in areas of specialist knowledge relevant to BookTrust Cymru’s work;
· To carry out all duties in line with BookTrust policies and procedures and be prepared to undertake additional reasonable duties, as required;
· To promote BookTrust and its vision and values in activities, both internally while carrying out duties and externally, with stakeholders and the general public.
Bookstart: Specific responsibilities for this postholder 

This list is subject to review and development but gives an indication of some of the specific areas of work that this postholder will undertake. The role may also include cross-programme responsibilities.

We hope that there will also be opportunities for the postholder to identify areas of work that will support their own interests and development priorities.

Programme coordination

· Coordinate promotion, distribution and evaluation of non-core Bookstart resources in Wales (e.g. dual language books, promotional materials);

· Coordinate Wales-based arrangements for the Bookstart core delivery, including liaising with external partners and colleagues in Wales;

· Support the development of the BookTrust Cymru Early Years Practitioner Conference programme and coordinate arrangements for the conferences and follow-up activity.
· .

Relationship Management and Communications
· Provide an effective first point of contact for Bookstart delivery partners in Wales and ensure that communication relating to resource delivery is effectively managed and shared;

· Support the development of new and existing relationships that will help to achieve Bookstart goals;

· Support the promotion of Bookstart, including face to face promotional activities;

· Coordinate regular communication to Bookstart partners and help develop ways of communicating with our beneficaries.

Project development

· Develop and coordinate activities in Wales that will support Pyjamarama and wider Bookstart and BookTrust aims and outcomes;

· Coordinate resource review for Bookstart activities;

· Coordinate the review of the Bookstart website content.
Salary: £25,358 per annum  
28 days holiday, plus public holidays

Employee Assistance Programme

Flexible working scheme

Pension scheme (7% employer contribution)

3 x salary life assurance

Season ticket loan scheme

Childcare Voucher Scheme

	PERSON SPECIFICATION

Job title:                   BookTrust Cymru Coordinator

	CRITERIA
	E or D*
	S or I**

	KNOWLEDGE 

Knowledge of the Early Years, Schools or Publishing/ Reading sector in Wales 
Understanding of the impact of reading and literacy as drivers of social change
Knowledge of children and young people’s literature
	D
D
D

	S/I

S/I

S/I


	EXPERIENCE

Experience in an administration or coordination role

Experience of working in a customer service role and/ or with external partners, ideally working with the public sector 
Experience of coordinating events and/ or projects
Experience of external communications, including written communications (newsletters, website, social media etc)
Experience of public speaking/ giving presentations

Experience of working with children, young people or families
	E

E

E
D
D
D

	S/I

S/I

S/I

S/I

S/I
S/I



	SKILLS 

IT skills: Microsoft Word, Excel, PowerPoint/ presentation tools, Outlook

Interpersonal skills – including building relationships with a wide range of people
Excellent verbal and written communication skills, including presentation skills

Numeracy skills (e.g. financial record-keeping, managing numerical data)

Organisational and administrative skills

Teamworking skills

Fluency in the Welsh language

	E
E
E
E

E
E

D

	I
I
S/I
S/I

I
I

S/I


	ATTRIBUTES

Proactive,self-motivated and resilient
Outcomes-focused and able to plan with outcomes in sight
 Flexible and willing to adapt to different tasks
Strong attention to detail
A commitment to equal opportunities and equality
	E
E
E
E
E


	I
I
S/I
S/I
S/I



	QUALIFICATIONS

Good general education, including minimum C-grade in English and Maths at GCSE or equivalent
Early Years/ Education-related qualification (Level 3 or higher)

	E
D

	S
S

	CIRCUMSTANCES

This role will be based at Book Trust’s Wales office in Cardiff Bay.

This role will include some travel across Wales, including occasional out of hours work at times to accommodate travel and events. Employees must insure personal vehicles for business travel. 
The post holder will also be required to visit BookTrust head offices in London regularly, approximately once a quarter.


	
	

	*E = essential criteria        D = desirable criteria

**S = short listing criteria      I =  interview criteria
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