
 

Job Description 

 

Job Title  Programme Co-Ordinator  

Job Status  Permanent  

Hours of work 9.00-5.00, full-time.  May consider: part-time work for a minimum of 30 

hours a week; and/or reduced hours during school holidays.    

Salary Scale  £20,000 to £24,000 full-time equivalent, depending on experience.  

Report to   Operations Director / CEO   

Line Management  None  
 
Location The charity is based at Wira House, West Park, Leeds LS16 6EB.  Occasional 

travel to support events and visit employer locations may be required.   
 

LIGHTHOUSE FUTURES TRUST  
PROGRAMME CO-ORDINATOR JOB DESCRIPTION  
 

JOB PURPOSE 
Support the development and delivery of a wide range of programmes that the charity delivers. 

Working with the Operations Director/CEO and support the work of the office-based team when 
required.   

Co-ordination of the charity’s marketing & communications plan including: updating content on 
the website, Facebook, Twitter and Instagram.  

Responsible for updating and segmenting the charity’s CRM database.  

Principal Responsibilities  

Marketing, Communications and Events  

 Regular updating of the website (Wordpress-based) including refreshing content, updating 
news and events pages and maximising SEO. 

 Support implementation of the charity’s social media strategy including the Facebook, 
Twitter and Instagram accounts. 

 Liaise with team members to create (and share) positive news stories and case studies about 
the successes of our internships and other programmes.  This may require producing written 
case studies, drafting press releases. 

 Create appropriate, regular messages to key audiences through email / e-newsletter. 

 Work with team members and external agencies to design and produce marketing materials 
as and when required to promote the charity’s key programmes and events. 

 Co-ordinate the charity’s programme of events including: booking venues, preparing 
invitations and logging responses, preparing agendas/information packs and follow-up 
communications. 



 Use of online portals (such as Eventbrite) to ensure that all events are properly promoted 
and that potential attendees can sign up to attend with ease. 

Administrative and finance tasks 

 Update the charity’s CRM system (SAGE ACTS) with key contacts, appropriately segmented 
so as to enable better communication with different audiences. 

 Maintain student records, scheduling on-site review meetings, collating monitoring and 
evaluation data.  

 Gather quotes for items such as insurance, utilities, stationary, waste collection.  

 Help process/log invoices if required.  

 Maintain staff files including holiday requests, time-sheets etc  

Hidden Talent Recruitment  

 Research employers who could potentially offer jobs to interns by searching online job sites 
and company websites to identify potential entry level jobs.  

 Co-ordinate bookings for our employability programme.  

Other  
Contribute towards building and developing a positive culture and ethos within the charity 
including positive team working and collaboration amongst all staff.     

Act with honesty and integrity and uphold the values of the charity (pioneering, compassionate, 
person-focused, un-stoppable, authentic) 

Maintain high standards in attendance and punctuality with good, personal time management 
skills 

Ensure that all relevant policies and procedures are followed at all times including (but not 
exclusively) Health and Safety and Safeguarding. 

Take opportunities to continuously learn and grow with a willingness to attend and participate 
in relevant meetings/professional development opportunities as appropriate. 

Be flexible and work according to needs, performing any reasonable duties as requested by the 
Line Manager which may involve assisting other areas which are commensurate with the 
grading of the post. 

To ensure all aspects of work are done to the highest standards. 

 

 

 

 

 

 

 

 

 

 

 



PERSON SPECIFICATION  

 Essential Desirable 

Qualifications Minimum GCSE (level 2) 
 

Qualification in communications, events 
management or project management  
    

Experience  Co-creating content and updating of 
websites.  
 
Use of social media platforms such 
as Facebook, Twitter, Instagram  
 
Project management including 
managing multiple projects  
 
 

Use of Wordpress 
 
Understanding of social media and SEO 
optimisation  
  
Familiarity with CRM/database 
management  
     
Planning/delivery of events  

Knowledge 
and Skills 

A commitment to safeguarding, 
health and safety, data protection 
and equal opportunities.  
  
Use of Microsoft Office products, 
email and internet  
 
Ability to deliver work of a high 
quality with a good eye for detail. 
 
Ability to communicate effectively in 
written and verbal form. 
 
True team player. 

Confident in dealing with people at all 
levels in an organisation   
  
 

Attitude  High levels of resilience and ability 
to remain calm under pressure. 
 
Enthusiastic, engaging ‘can-do’ 
attitude and ability to work well as a 
member of a small team.  
 
Ability to work flexibly to meet the 
needs of the charity.   
 
Ability to undertake the duties of 
the post with reasonable 
adjustments as required under the 
Equality Act 2010  

 
Flexible approach to working hours 

 


