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Job Description

Name:

Job Title: Extra Time Programme Coordinator

Line Manager: Team Lead — Primary Education

Line Manager for: Extra Time Programme Coaches and Sessional Staff
Date Started:

The Extra Time Coordinator will oversee the planning, coordination, delivery and development of the
SFA Extra Time Programme across Aberdeen and Aberdeenshire.

The role is responsible for ensuring high-quality programme delivery across schools and community
venues, managing staffing requirements, maintaining relationships with key partners and stakeholders,
monitoring performance against project outcomes, and ensuring accurate reporting requirements are
met.

The post-holder will coordinate and support term-time and holiday programme provision, supervise
programme coaches and casual staff, and contribute to the continued growth and sustainability of the
programme.

The working pattern for this position requires a flexible approach to working hours, as the nature of the
role involves supporting programmes that are primarily delivered out with normal school hours,
including before-school and after-school provision.

The role combines planning, coordination and programme delivery responsibilities and will require
regular evening working, alongside daytime hours and occasional weekend commitments. Increased
delivery commitments should also be expected during school holiday periods to support the planning
and delivery of holiday camps and activities.

Programme Coordination & Delivery

e Coordinate the operational delivery of the Extra Time Programme across primary schools,
community venues and partner locations.

e Plan, organise and oversee term-time and holiday programme activities, ensuring sessions
are inclusive, engaging and aligned to project outcomes.

e Support and, where required, directly deliver sport, physical activity and wellbeing sessions.
e Ensure programmes are delivered consistently to a high standard across all venues.
e Monitor programme attendance, participation and engagement levels.

e Identify opportunities to enhance programme delivery and participant experience.

Staff Management & Supervision

e Coordinate staffing arrangements to ensure suitable cover is available across all
programme activities.

e Supervise, support and mentor Extra Time Programme Coaches and casual delivery staff.

e Conduct observations and provide feedback to maintain quality standards.

[Employee Name] - Extra Time Programme Coordinator - Job Description August 2026

AFC Private



e Assist in the recruitment, induction and ongoing development of coaching staff.

e Promote a positive team culture and encourage continuous professional development.

Venue & Activity Management

e Coordinate venue bookings, equipment requirements and delivery logistics.
e Ensure venues remain suitable, safe and compliant with health and safety requirements.
e Develop activity plans and timetables that meet the needs of participants and stakeholders.

e Ensure resources and equipment are maintained and available for programme delivery.

Monitoring, Evaluation & Reporting

e Maintain accurate participant and programme records.
e Manage data collection systems and ensure information is recorded in line with
organisational and funder requirements.

e Produce regular monitoring reports, case studies and impact data for internal and external
stakeholders.

e Support project evaluations and contribute to funder reports.

e Monitor programme aims and support evidence gathering to demonstrate outcomes and
impact.

Partnership & Stakeholder Management

e Develop and maintain positive relationships with schools, community organisations, local
authorities, funders and external partners.

e Act as a key point of contact for programme stakeholders.

e Work collaboratively with partners to maximise participation opportunities and programme
reach.

e Represent AFCCT at meetings, events and partnership forums as required.

General Responsibilities

e Promote the values, vision and objectives of Aberdeen FC Community Trust and the Extra
Time Programme.

e Deliver excellent customer service and stakeholder engagement.

e Ensure all safeguarding, health and safety, GDPR and organisational policies are adhered to.

e Take all reasonable care of personal health and safety and that of colleagues, participants
and members of the public.

e Attend team meetings, training opportunities and CPD events.

e Undertake any other duties reasonably required to support the successful delivery of
AFCCT programmes.

Please note that this job description is not designed to cover a comprehensive list of activities, duties or
responsibilities required of the employee. Duties may change within reason at any time to meet the needs of
the organisation.
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Essential: Desirable:

e Experience coordinating sports, education, e Scottish FA Coaching Qualification.
youth work or community programmes. e Qualification in Sports Development,

e Experience supervising, mentoring or Community Education, Sports Coaching,
managing staff or volunteers. Teaching, Youth Work or a related subject.

e Experience of planning and organising e Experience managing funded projects or
activities, events or programmes. community programmes.

e Experience collecting, managing and e Experience of monitoring and evaluating
reporting programme data. project outcomes.

e Strong organisational and administrative e Knowledge of the Aberdeen and
skills. Aberdeenshire community landscape.

e Ability to manage multiple priorities and e First Aid qualification.
work independently. e Experience of partnership development and

e Excellent communication and stakeholder management.

interpersonal skills.

e Ability to build and maintain positive
relationships with partners and
stakeholders.

e Experience working with children and
young people.

e Strong understanding of safeguarding and
child protection responsibilities.

e Commitment to equality, inclusion and
participant wellbeing.

e Ability to work flexibly, including daytime,
evenings, weekends and increased
delivery requirements during school
holiday periods.

e Full UK Driving License and access to
transport.

Signed by Employee: Signed by Line Manager:

Date:
Date: ate

[Employee Name] - Extra Time Programme Coordinator - Job Description August 2026

AFC Private



