

Job Title:	Programme Coordinator, Level 4 Qualification	

Reporting to: Programme Manager, Qualifying Courses 

Direct Reports: None

Salary: £27,849

Location: 175 St John St, London (With flexibility to work from home a proportion of the time

Hours & Basis: 5 days a week	

About this role:

We are looking to recruit an exceptional Programme Coordinator to join Place2Be’s Mental Health Workforce Team.  You would be responsible for the day to day running of Place2Be’s Level 4 Qualification, working closely with the Clinical Lead and Programme Manager to ensure the programme is run successfully and smoothly from start to finish. 

With high attention to detail and excellent organisational skills, you will be responsible for scheduling the course and teaching sessions, confirming venues, booking trainers to deliver the courses, responding to enquiries, managing student bookings, and other administrative tasks relating to the delivery of the programme. We believe there is huge potential for growth in our professional qualification courses and have the investment budgets and ambition to help bring this about.


Key Responsibilities:

Programme delivery and administration 
· Work closely with the Programme Manager to manage the Level 4 Qualification course throughout the year. This includes advanced scheduling throughout the academic year, managing the application process, ensuring venues and training rooms are booked, trainers are scheduled and managing the online booking system.
· Along with the Programme Manager, manage the application process to ensure the programme has sufficient participants registered and confirmed each year, the relevant training information is communicated to trainers, students and other stakeholders as appropriate, and that trainers and students have access to all resources required to deliver programmes on the training days.
· Be responsible for maintaining and updating programme content and learning resources on e-learning platforms, such as Hive and Moodle. Work closely with the Programme Manager to implement any changes and developments across the e-learning platforms and ensure clear communication of any changes to trainers and students. 
· Work closely with the Data & Finance Officer to ensure that application, confirmed student and course booking details are always kept up to date on the Charity CRM system, use the system to keep track of the progress of all applications, and be able to pull reports and provide relevant data to the Programme Manager as required. 
· To register all students with accrediting/awarding bodies, upload student work submissions and process all documents for internal and external moderation and verification in a timely manner. 
· To assist the Programme Manager and Clinical Lead with preparing information for accrediting body re-validation processes as required. 
· Be responsible for sending completion letters and certificates to students at the end of their courses in a timely manner.
· Work closely with the other Programme Coordinators on the mentoring opportunity for qualifying course students, gaining expressions of interest from Place2Be clinicians and pairing suitably with Level 4 students. 
· Assist the Programme Manager and Clinical Leads with administration and processes for the set-up of a Level 4 apprenticeship programme.

Customer Engagement & Student Experience
· Along with other Programme Coordinators, the Team Assistant and the Student Experience Manager, be jointly responsible for responding to all enquiries about Place2Be’s professional qualification courses, aiming to respond to all enquiries within 5 working days. 
· Be responsible for promptly communicating with students and providing important information before, during and after their training courses, ensuring the right information is shared at the right time, that students have a positive experience and feel supported in their training journey with Place2Be.
· Be proactive in ensuring that any instance of safeguarding concerns, student complaints, additional learning support requests or other individual student issues are raised promptly with the Programme Manager and Programme Lead, and support as needed in implementing support plans or resolving issues. 
· Support with the creation and delivery of our communications plan to ensure students and bursary students progress through our training pathway from pre-qualifying to qualifying courses. 
· Working with the finance team to ensure payment of bursary and scholarship payments to eligible students are made on time.


Programme reporting and evaluation

· Be responsible for creating and managing student and trainer feedback surveys, and collating answers to assist the Programme Manager with evaluating the programmes. 
· Be responsible for ensuring expression of interest, application and confirmed student numbers for each cohort are always up to date in Charity CRM and for using the CRM system to keep track of student and applicant progress, with correct Attendee Types, Attendee Stages and attendance records. 
· Assist the Programme Manager in creating clear and accurate monthly reports by providing updates on programme delivery and attendance, as well as progress against other relevant KPI’s. 

General
· Assist in the development, maintenance and improvement of administrative processes to enable the team to function effectively. Bring focus and structure to your areas of responsibility.
· Be an active and engaged member of the Mental Health Workforce team by being proactive in looking for better ways to work and in sharing your suggestions with the team.  
· Build positive working relationships with direct team members and other internal Place2Be departments, such as the Finance and IT teams, to support the success of the programmes. 
· Hold a sound understanding and awareness of Place2Be’s equal opportunities policy and a personal commitment to equality of opportunity and anti-discriminatory practice in service delivery
· Work as a team member of the organisation, sharing information and best practice openly and productively. 
· Support and nurture the Place2Be values of Perseverance, Integrity, Compassion and Creativity.



What you will need:


· Exceptional Organisational Skills*: Demonstrated ability to effectively manage competing priorities and maintain a structured approach to handling multiple tasks. Proven track record in organising and coordinating complex schedules and logistics, ensuring smooth and efficient programme delivery.
· Strong Administrative Abilities*: High attention to detail with experience in managing administrative responsibilities for training programmes or educational courses. Skilled in maintaining accurate records, managing documentation, and supporting the logistical aspects of programme execution.
· Excellent Customer Service: Proven experience in delivering excellent customer service, including prompt and effective responses to general enquiries and resolution of customer issues. Ability to create a positive and supportive experience for students and stakeholders.
· Effective Communication Skills: Strong written and verbal communication skills with the ability to convey information clearly and professionally. Collaborative and adaptable approach to working with diverse teams and stakeholders, ensuring effective interaction and teamwork.
· Proficiency in Technology*: Confident in using Microsoft Office (Word, Excel, PowerPoint) and familiar with CRM database systems and Cascade for tracking customer and booking details. Ability to leverage technology to streamline administrative processes and enhance programme management.
· Commitment to Values: A strong commitment to our values of Perseverance, Integrity, Creativity, and Compassion, and the ability to demonstrate these values in your work. https://www.place2be.org.uk/about-us/our-work/our-mission-vision-and-values/. 




* Indicates the minimum criteria needed to be considered for a guaranteed interview under the disability confident scheme. 



