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Term: 37.5 hours per week full time - permanent 

We offer flexible working and consider alternative patterns of work 

Salary:  £30,679 to £34,721 – depending on skills and experience 

Reporting to:   Senior Youth Inclusion Manager 

Location: This role can be based at any of our hubs located in Birmingham, Leeds or London.  

We currently operate a hybrid model of two-days per week in the office and three-days from 

home. You must also be prepared to travel to the other hubs and other locations as required 

for the purpose of this role, which may occasionally require overnight stays.  This role also 

requires occasional evening and weekend work. 

 

The Senior Youth Inclusion Officer is a key role within the Youth Inclusion team, helping to 

connect insights and champion young people’s voices throughout our work.  

 

You will be one of two Senior Officers leading on the day-to-day delivery of the Future Voices 

Group (FVG) – our flagship youth engagement programme bringing together young people with 

lived experience of facing barriers to employment. This will involve working across the 

organisation to support teams to work with young people, in line with our strategy.  

 

You will ensure our youth ambassadors meaningfully and authentically shape our activity, in 

particular through our engagement and influencing of key audiences and decision-makers 

across the youth employment system.  

 

The ideal candidate will bring awareness of the youth employment policy landscape, alongside 

experience of supporting young people with lived expertise to influence policymaking, 

programme design or service improvement through youth voice approaches. 

 

This role requires availability for regular evening sessions and occasional weekend commitments.  

 

Key Responsibilities 
 

Youth engagement  

 

You will use your skills and experience working with young people to lead our approach to 

putting young people’s voices at the heart of our mission, notably through:   

 

Day to day programme management of the Future Voices Group (FVG) 

❖ Management and delivery of FVG online and in-person sessions including planning and 

facilitating regular FVG Employer Engagement sessions with Senior FVG members and staff 

working groups, as well as partner meetings. This includes sharing insights with key staff 

members across the organisation to ensure alignment of project goals and that appropriate 

sign-off is sought.  

❖ In partnership with the Youth Inclusion team and Directorate teams, you will support the 

strategic direction and focus of activities that members of the FVG undertake, ensuring they 

are meaningful, non-tokenistic and lead to impact across our influencing work and beyond, 

through co-creation where possible. This includes effective problem-solving and successful 

collaboration with staff teams to deliver project goals on time and within budget.  

❖ Build trusted relationships with members of the FVG, supporting them to connect with staff 

members and partners in order to develop and implement ideas for change, and monitor 

impact of their engagement on wider Youth Futures strategy development and decision-

making. 



 
 

 
  

❖ Be a point of contact for young people and their trusted adults, and arrange meetings, 

letters of engagement, and remuneration for young people as needed.  

❖ Coordinate and maintain effective administration and organisational oversight across 

the FVG programme with the other Senior Youth Inclusion Officer including booking in 

meetings, check-in calls, sending Zoom links and conducting regular communications 

with young people.  

❖ Support and manage recruitment of new FVG members and Senior FVG roles, ensuring 

all onboarding to a high standard.  

❖ Lead the design and implementation of agreed training plan for FVG and Senior FVG 

roles, sometimes in partnership with external partners.  

❖ Organise, attend and manage ad-hoc (1-2 per year) in-person days with members, as 

required.  

❖ Use digital platforms to support the FVG’s sense of community including WhatsApp, and 

take a consistent approach to monitoring and measuring their workplans and capacity. 

This includes monitoring the Youth Inclusion shared email inbox.  

❖ Work closely with the Senior Youth Inclusion Manager, the Strategic Development Lead 

and Deputy Director of Strategic Development to assess efficacy and impact of youth 

inclusion activities across the organisation, and provide regular updates to Asana project 

boards. This will include capturing, monitoring and evaluating data as part of 

programme activity.  

❖ Support the development of strategic thinking to evolve our Youth Inclusion work and 

processes, alongside fellow Youth Inclusion team colleagues; share insight, reflections 

and ideas to develop continuous learning to implement in programme activity and to 

capture best practice.  

❖ Manage the payment process for young people engaging in our work. Track hours and 

additional opportunities, with the support of the other Senior Youth inclusion Officer, and 

communicate regularly with wider team members and the Finance Manager to ensure 

correct payment information is being processed.  

 

Opportunities   

❖ Proactively seek out internal and external opportunities to bring young people’s voices 

and perspectives to the fore. This includes supporting the YFF Alumni Network of young 

people from previous programmes, connecting with groups across the sector, and 

working closely with the Communications team to ensure that insights, stories and 

opportunities to amplify young people’s voices are readily grasped.  

❖ Lead on delivery of opportunity requests once assigned by the Senior Youth Inclusion 

Manager or Strategic Development Lead. Manage the FVG’s involvement, ensuring they 

are fully briefed and prepared to take part, with support and input from Youth Futures 

staff and partners. This includes making requests to young people, writing and attending 

briefings with staff, and supporting the development of risk assessments. This will also 

include attending in-person or online events where an enhanced DBS checked member 

of staff is needed. Balance competing priorities for opportunities to ensure that the 

welfare of young people involved is maintained, and their journey is well supported.  

❖ Foster relationships with staff members to support their engagement with young people 

and encourage them to develop the skills required for effective 

consultation/engagement/co-production.  

• Support the Strategic Support Manager to better integrate delivery partners into our 

Youth Inclusion team remit for servicing requests that cannot be offered to 

Ambassadors and Alumni, and by enhancing our knowledge and awareness of 

Youth Inclusion methodology and activity in the organisations we fund.  

 



 

Safeguarding and wellbeing support for young people 

❖ Ensure that all in-person and online activity and engagement with young people 

complies with safeguarding legislation and data management policies and processes. 

This includes recording clear and accurate information within Support Plans, Wellbeing 

Logs and incident reports.  

❖ Work 1:1 with young people to support their wellbeing and engagement. Provide 

wellbeing support, in relation to the ambassador role, for each young person in your 

FVG subgroup, through monthly check-in calls, or fortnightly check-ins where additional 

support is required.  

❖ Make use of reflective practice sessions to ensure informed decision-making, the 

delivery of safe, effective, and youth-centred support and continuous professional 

development. 

❖ Work closely with the Senior Youth Inclusion Manager (DDSL) to support and safeguard 

young people, escalate and share concerns appropriately and ensure all interventions 

align with organisational policies and statutory safeguarding requirements. 

❖ Keep in regular contact with Designated Safeguarding Leads (DSLs) to share updates 

on wellbeing and action any decisions taken by DSLs. You will be a champion of safe 

engagement – meeting the needs of each young person to help them engage fully in 

activity.  

 

Policy, influence and stakeholder engagement 

 

❖ Work collaboratively across Youth Futures and with external partners to support delivery 

of high-quality, non-tokenistic youth inclusion and share learning and best practice. 

❖ Champion approaches that move beyond consultation towards genuine co-

production, helping to embed youth voice across organisational processes and 

external engagement. 

❖ Build and maintain effective relationships with internal and external stakeholders, 

gathering and distilling insights from young people to inform projects, communications 

activity and influencing work.   

❖ Work closely with the Policy and External Affairs Directorate to stay abreast of 

developments in policy, research and practice across the youth employment system, 

identifying and highlighting implications and opportunities for Youth Futures' youth 

inclusion activity. 

❖ Support the integration of young people's lived experience into policy discussions and 

programme development. 

❖ Work with colleagues to identify and coordinate opportunities for Future Voices Group 

members and Alumni to contribute to policy discussions, research, stakeholder 

engagement and organisational influencing activity. 

❖ Contribute to a culture of collaboration, continuous improvement and excellence, 

ensuring integrity, sound judgement and high professional standards. 

General  
❖ Deliver high-quality, organisation-wide operational support, ensuring efficient 

processes, effective resource management, and compliance with policies and 

standards. 

❖ Coordinate and integrate activities across teams, aligning priorities and ensuring 

smooth delivery of organisational objectives. 

❖ Build and maintain strong stakeholder relationships, acting as a key point of 

connection to support collaboration and effective communication across the 

organisation. 

❖ Manage and prioritise workloads and workflows, ensuring deadlines are met and 

resources are optimised in a dynamic environment. 

❖ Support and oversee the planning and delivery of projects and tasks, tracking progress 

and ensuring alignment with strategic goals. 

❖ Manage multiple priorities simultaneously while maintaining accuracy, attention to 

detail, and high standards of delivery. 

❖ Identify and resolve operational issues, contributing to continuous improvement of 

systems, processes, and ways of working. 

 



 
 
Person Specification 

 

 Essential Desirable 

Knowledge, experience and abilities 

Considerable experience of designing, facilitating and delivering meaningful 

and creative participation activities including co-produced projects 

X  

A strong understanding of the principles of youth inclusion and experience of 

creating engaging evaluation methods to elicit the views and perspectives 

of young people, and to track and monitor their impact 

X  

Experience of leading and managing a youth inclusion or youth participation 

programme 

X  

Experience of providing emotional wellbeing support to vulnerable young 

adults 

 X 

Understanding of the youth employment system and policy context  X  

Understanding of systems change approaches   X 

Experience of working in partnership with external organisations X  

Knowledge of safeguarding and data management practices X  

Ability to establish trusted relationships across diverse stakeholder groups, 

proactively fostering collaboration and mutual support to achieve shared 

goals. 

X  

Demonstrates strong organisational oversight by managing timelines, 

resources, and priorities to ensure projects are delivered efficiently and to a 

high standard 

X  

Ability to resolve routine issues effectively and seek help when needed X  

Understanding of organisational processes, policies and systems X  

Takes initiative - ability to identify and act on opportunities without being 

prompted 

X  

Ability to maintain accuracy and consistency while managing competing 

demands 

X  

Experience in providing operational or administrative support across teams or 

functions 

X  

Awareness of project coordination methods and cross-functional working 

practices 

X  

Experience working with diverse stakeholders across organisational levels X  

Understanding of workload management and prioritisation techniques X  

Experience supporting or delivering projects and structured work 

programmes 

X  

Ability to remain focused and effective under pressure X  

Analytical thinking, decision-making, critical thinking X  

Ability to work inclusively, respond positively to change, and take ownership X  

Skills & competencies 

Demonstrates a strong commitment to safeguarding and promoting the 

welfare of young people, applying safeguarding policies and procedures 

effectively and escalating concerns appropriately 

X  

Maintains confidentiality and handles sensitive information relating to young 

people appropriately 

X  

Project management skills, including managing multiple stakeholders and 

projects, and aiding administration 

X  

Good interpersonal skills including proven ability to develop professional 

working relationships with individuals at all levels (adhering to appropriate 

boundaries) 

X  

A collaborative team member who understands when to take the initiative, 

be proactive and work independently 

X  

Completes assigned tasks accurately and on time, contributing to efficient 

service delivery 

X  

Effectively balances competing priorities, maintaining accuracy and focus 

while delivering multiple tasks within tight deadlines 

X  

Effective communication and facilitation skills - Builds positive working 

relationships with stakeholders by communicating clearly, managing 

X  



 Essential Desirable 

expectations, and supporting collaborative outcomes 

Coordination skills - Efficiently manages multiple activities by organising 

resources, timelines, and communications to support smooth team 

operations and task completion. 

X  

Organisational skills - Consistently structures and prioritises tasks , adapting  

priorities in response to changing demands 

X  

Attention to detail: Completes administrative tasks with accuracy and 

efficiency, adhering to organisational procedures and supporting smooth 

day-to-day operations. 

X  

Project coordination - Proactively contributes to project planning and 

coordination, ensuring tasks are tracked, deadlines are met, and support is 

provided throughout the project lifecycle 

X  

 

Mindset 

• a genuine personal commitment to Youth Futures mission, vision and values applying these to 

everyday working 

• Growth mindset to thrive when operating in a growing and evolving organisation  

• a proactive and flexible approach, with solutions focused thinking 

• a positive and can-do attitude, willing to roll sleeves up to get into details where necessary   

• demonstrates inclusive, collaborative and respectful behaviours with a commitment to equity, 

diversity and inclusion  

• a commitment to our employee code of conduct and behaviours  

• work collaboratively, contributing and helping to build a strong, positive team culture  

• follow internal policies, processes and practices  

Things to Know 
 

As part of Youth Futures Foundation’s safeguarding policy, all employees are subject to a basic 

Disclosure and Barring Service (DBS) check, some positions may require an enhanced level disclosure. 

The young people we aim to serve – and the challenges they face - are all unique. We are looking to 

build a team that reflects this diversity. Our commitment to inclusion across race, gender, age, class, 

religion, identity, and experience forms the cornerstone of our work. We are an equal opportunities 

employer, Mindful Employer, Disability Confident and welcome applications from all sections of the 

community. 

 

We are particularly keen to encourage people with lived experience of the challenges facing young 

people in the labour market, and committed to supporting you in your application. Please contact us 

if you require any additional support. 







 

Wednesday 9 September 2026, 10am 

Thurs, 24 September 2026 


