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	Position Title
	Project Officer (Anti-Bullying Alliance) 

	Position Number
	

	Remuneration Band
	Band 4

	Post Conditions
	Permanent
	35 hours / 1 FTE

	Position Location
	London Fields
Regular travel to London Fields office and programmes across the country will be required

	Directorate
	Practice and Programmes 

	Reports To
	Programme Manager (Anti-Bullying Alliance)  

	Direct Reports
	None


Purpose of Role
To support the core work of the Anti-Bullying Alliance (ABA); to plan and deliver identified elements of projects and programmes within the ABA team; and to support ABA’s capacity to influence anti-bullying policy and improve anti-bullying practice.   
Organisational Context
The Anti-Bullying Alliance (ABA) is a unique coalition of organisations and individuals, working together to achieve our vision to: stop bullying and create safer environments in which children and young people can live, grow, play and learn.
We welcome membership from any organisation or individual that supports this vision and support a free network of thousands of schools and colleges.
The ABA has three main areas of work:
1. Supporting learning and sharing best practice through membership;
2. Raising awareness of bullying through Anti-Bullying Week and other coordinated, shared campaigns; and 
3. Delivering programme work at a national and local level to help stop bullying and bring lasting change to children's lives. 
We provide expertise in relation to all forms of bullying between children and young people. The Anti-Bullying Alliance was established by the NSPCC and the National Children's Bureau in 2002 and is hosted by the National Children's Bureau.
Key Accountabilities
1. Take responsibility for efficient delivery and management of key aspects of ABA projects 
2. Co-ordinate work with schools, associates, partners and stakeholders 
3. Plan, deliver and evaluate a range of national, online, regional and local training and events 
4. Develop a range of materials and systems to support ABA including communications, campaigns and project work
5. Manage project and programme information and data 
Role Descriptors 
Decision Making
· Design and maintain systems to support the efficient planning and delivery of projects and programmes
· Monitor and report progress on the delivery of ABA projects, membership and campaigns  
· Use IT systems and packages to gather, organise and disseminate information 
Analysis and Initiative
· Gather and analyse a range of evidence, draft reports and brief colleagues and stakeholders on findings
· Gather feedback and evaluation material from a range of events and activities to inform development
· To develop knowledge and understanding of policy and practice in relation to bullying and children and young people  
· Keep information for partners, stakeholders and funders up to date
· Develop and maintain web-based information on ABA projects and campaigns 
Working Relationships
· Build relationships with key external partners and stakeholders  
· Co-ordinate planning and project activity with colleagues, external partners and government departments 
· Maintain contact with commissioners, funders and partners and provide reliable information on a regular basis  
· Deliver anti-bullying training to school and wider children’s sector staff  
Developing Others
· Work as part of a team to identify opportunities to develop and improve practice
· Work with the Programme Manager (ABA) and Head of Anti-Bullying to identify and address professional development needs 
· Work with schools across the country to help improve their practice
Resource Management
· Develop materials to support ABA projects and campaigns including briefings, toolkits, case studies and training materials for different audiences 
· Work with members to provide easy access to a wide range of resources for practitioners, stakeholders and local policy makers
· Day to day budget monitoring, liaising with accounts and monthly reporting to the Programme Manager (ABA) and Head of Anti-Bullying 
· To undertake other duties as appropriate
Person Specification
Knowledge, Skills and Expertise
· Demonstrable project management skills including budget monitoring 
· Excellent written and verbal communication skills
· Keen eye for detail and creative skills in relation to the development of resources and dissemination of information
· Ability to work effectively in partnership with other agencies to co-ordinate, plan and monitor activity as part of a team
· Knowledge about leading campaigns and carrying out public relations work within the voluntary or public sector
· Strong IT skills, particularly with databases, experience of managing websites, and use of Microsoft office packages
· Expertise in building, influencing and maintaining partnerships and networks of key stakeholders.
· Personal commitment to equal opportunities and anti-discriminatory practices
· Interest and knowledge in current legislation, policy and practice in relation to bullying in England and a sound knowledge of the school system  
· Ability to work flexibly and undertake out of hours working and travel with notice
· Need to travel, potential candidate will require a DBS 
Working at the National Children’s Bureau
NCB is an equal opportunity employer and implements a programme of positive action to make this policy fully effective by ensuring that no job applicant or employee receives less favourable treatment on the grounds of protected characteristics or attributes.
Background Checks
To ensure we effectively safeguard the children and young people that we work with, NCB will carry out a number of pre-employment checks as part of our recruitment and selection process to enable us to make informed recruitment decisions. After interview we may ask potential staff members in relevant roles for consent to a Disclosure check which will be carried out by the Disclosure and Barring Service (DBS).
In order to process the Disclosure check, NCB is required to confirm the identity of any potential staff members.  For this reason we will seek documentation as evidence of identity and a list of the documents required will be discussed with the potential staff member by the Human Resources team. You do not have to consent to these checks being carried out. However, if consent is withheld NCB will have the right to withdraw the offer of employment.
Benefits and Conditions
NCB employees enjoy a number of benefits as part of the terms and conditions of their employment including generous leave provisions, season rail ticket loans, a flexible approach to working, an Employee Assistance Program, and workplace pension contributions.
Data Protection Statement
The information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment. We may also use the information if there is a complaint or legal challenge relevant to this recruitment process. We may check the information collected, with third parties or with other information held by us. We may also use or pass to certain third parties information to prevent or detect crime, to protect public funds, or in other ways as permitted by law. By signing the application form you are agreeing to the processing of sensitive personal data in accordance with our registration with the Data Protection Commissioner.
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