
 
 
 
 

 
 
 
Post   Personal Development Coordinator 
Location   Office in central Manchester with travel across Greater Manchester 
   One visit to London early in 2018  
Contract  Freelance over 20 months 
Salary    £150 per day 
Hours   Approximately 90 days between January 2018 and August 2019 
Closing Date  5pm, 24 October 2017 (invitations to interview will be sent out on the 
   25 October 2017) 
Interview Date 1 or 2 November 2017 
Initial Training  5 to 9 February 2018 
 
 
The Irene Taylor Trust and TiPP are two of the most well established and well respected 
organisations in the sector. They work from a belief in the power of the arts to transform 
lives, breaking down barriers and helping people who have found themselves on the fringes 
of society to become celebrated and valued members of the community. 
 
For the first time, they are coming together, combining nearly sixty years of knowledge, 
skills and experience to bring ITT’s flagship programme, Making Tracks, to the Northwest.   
 
Making Tracks Northwest 
 
Making Tracks targets young people aged 16 to 25 who are not in education, training or 
employment (NEET). Many have low educational attainment and face mental health, 
wellbeing and substance misuse issues. They have often experienced poverty, homelessness 
and had contact with the criminal justice system. These young people are notoriously 
difficult to reach but incredibly rewarding to work with.  
 
In the intensive project, over just 5 days, the young people taking part will learn how to play 
instruments, form a band and write their own original songs. As well as performing their 
original songs live, the new band makes recordings of the tracks, which are then 
professionally mixed for a special CD for participants to share with friends and family. 
 
After taking part in the 5-day intensive project, the young people will be given the 
opportunity to hone their new-found skills in twice-weekly sessions, over the course of 
which they can earn an Arts Award accreditation.  
 
 
 
 



Job Description 
 
The Personal Development Co-ordinator is responsible for the pastoral care of participants 
on the Making Track Northwest programme. They will be required to form trusting 
relationships with participants, support them through the course of the project and assist 
them in sourcing suitable progression routes and opportunities. The post will also support 
the management team with the co-ordination, administration and evaluation of the 
programme.  
 
Pastoral care and support 
 
● Providing 1:1 support to participants and working closely with them afterwards to find 

suitable progression routes. 
● Working with participants to create a portfolio of their work for Arts Award (Bronze) 

accreditation. 
● Delivering taster/recruitment sessions for prospective participants and additional 

support musicians as needed.  
● Recruiting past participants for volunteer, ambassador, assistant and mentor roles at 

events and for future projects, in conjunction with the management team 
● Responding to Child Protection and Safeguarding concerns in line with the relevant 

safeguarding policies and procedures. 
 
Partnerships 
 
● Building relationships with partners to develop a portfolio of follow on opportunities for 

participants. 
● Providing support to additional freelance musicians who work on our projects  

 
Logistics  
 
● Booking moderations dates, marking and submitting Arts Award portfolios.  
● Arranging meetings with organisations who could offer potential progression routes. 
● Debriefing after each project with the project team, participants and partners to create 

a thorough report where any issues are recorded and addressed – submitting findings to 
the management team. 

● Attending training courses and conferences to ensure best practice. 
 

Reporting and Monitoring 
 
● Ensuring high quality monitoring, evaluation and data collection (including data from 

participants up to a year after participation), and supporting external evaluations where 
appropriate.  

● Regularly updating the participant log with a record of all face to face/phone 
conversations regarding current situation/progression to ensure up to date information 
is stored.  

● Developing questionnaires using appropriate tools (e.g. Survey Monkey). 
● Submitting completed reports to the management team. 



 
Communications 
 
● Collating quotes and case studies from projects. 
● Developing up to date marketing and/or public facing content (including social media) or 

resources and the participant handbook. 
● Support any media activity, as directed by the management team 
 
Person Specification 
 

Criteria Essential Desirable 

Qualifications 
 

Education to degree level or equivalent 
 
 
 

Trained in Safeguarding and 
Child Protection 
 
Arts Award Advisor 
 

Experience 
 

Experience of working with young people 
 
Experience of providing pastoral support 
 
 

Experience of working with 
NEET and LAC settings 
 
Experience of monitoring and 
evaluating arts projects 
 
Experience supporting service 
users onto progression routes 
 
 

Knowledge 
 

Understanding of issues around 
Safeguarding and Child Protection 
 
 

Understanding of the 
voluntary sector 
 
Understanding of the reasons 
why young people become 
NEET 
 

Skills and 
Abilities 
 

Innovate and think strategically about 
new opportunities 
 
Communicate verbally and in written 
form with a diverse range of people 
 
Identify, recruit and work productively 
with partners 
 
Collaborate and work effectively and 
positively in a small team 
 
Highly organised and able to manage a 
complex workload Notice and address 

Ability to communicate with 
passion 
 
Be a part of sessions as a 
participant, demonstrating 
enthusiastic engagement and 
creative risk taking 



issues and a solutions focussed attitude  
 
Relevant IT skills appropriate to the role 
including Microsoft Office 
Excellent judgement including when 
faced with difficult situations 
 
Ability to both work under own initiative 
and to share issues, ask for help and seek 
supervision 
appropriately 
 
Flexibility and eagerness to learn 
 
 

Personal 
Attributes and 
Other 
Requirements 

Excellent interpersonal skills 
 
A sense of fun and passion for the work 
 
Adaptable and a flexible approach to 
work 
 
Willing to work with vulnerable people 
with complex needs or emotional and 
behavioural conditions 
 

An interest in music 

 
 
To Apply 
Please send a tailored CV and a covering letter (of no more than two pages) outlining how 
you meet the person specification along with the attached security form to 
rachelg@tipp.org.uk or by post to Rachel Graham, TiPP, Martin Harris Centre, University of 
Manchester, Oxford Road, Manchester M13 9PL 
 
 
 
 
 
 
 
 
 
 
Irene Taylor Trust is a Registered charity in England and Wales no. 1073105 
 
TiPP is a Limited Company, registration number 3140988 and a Registered 
Charity, registration number 1052295 

mailto:rachelg@tipp.org.uk

