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Circle Collective

Youth Involvement Lead Job Description 

	Responsible to:
	Partnership Manager

	Responsible for:
	Youth Action Board

	Hours:
	15 hours per week (0.4 FTE – Tuesday & Thursday, (open to flexible scheduling.), plus evenings and occasional weekends

	Location:
	Elevate 100 at Downham Leisure Centre / Lewisham Circle Collective 

	Length: 
	Fixed-term until end of May 2027, with potential for extension

	Holiday:
	10 days (pro rata from 24 days) plus bank holidays

	Salary:
	£11,544 per annum (0.4 FTE, pro rata from £28,860)

	Application Deadline:
	9:00am, 11th May 2026


An Enhanced DBS with a Children's Barred Check will be required for the role.
Circle Collective is a London-based youth employment charity working with communities to improve access to employment, training, and life chances for young people. Rooted in place-based, partnership-led approaches, Circle Collective works alongside local authorities, housing providers, employers, and community organisations to deliver inclusive programmes that respond to local need. Through projects such as Elevate 100, Circle Collective centres youth voice, co-production, and practical support to help young people overcome barriers and progress into meaningful employment.

Elevate 100 is a youth space based in Downham that supports local young people aged 16–30 to break down barriers to employment, develop skills, and access wellbeing support. Located within Downham Leisure Centre, the space has been designed by young people, for young people, and offers a welcoming, inclusive environment with tailored support. Elevate 100 is delivered in partnership with Circle Collective, Lewisham Council, and Phoenix Community Housing, working together to provide coordinated services for young people and advice for parents and guardians to help them better support young people in their lives.

Role Overview
The Youth Involvement Lead is an operational role responsible for coordinating and supporting meaningful youth engagement within the Elevate 100 project. Acting as the primary point of contact for young people and the Youth Action Board, the role ensures that youth voice is embedded in project delivery through effective coordination, facilitation, and mentoring.
Working closely with Circle Collective staff, Elevate 100 partners, and the Youth Governance Apprentice, the post holder will support young people to participate in governance, develop their confidence and skills, and progress towards employment and training opportunities.
Due to the nature of youth engagement, this role requires flexibility, including availability to work evenings and occasional weekends.
Key Responsibilities
Youth Engagement & Coordination
· Act as the primary operational point of contact for young people engaging with the Elevate 100 Hub and project
· Coordinate and facilitate youth involvement activities, including Youth Action Board meetings, events, and engagement sessions
· Support the recruitment, onboarding, and ongoing engagement of young people within the Hub and Youth Action Board
· Create a safe, inclusive, and welcoming environment for all young people involved in the project 
· Support the Youth Action Board in its decision-making by facilitating communication, gathering feedback, and ensuring youth perspectives are shared with the wider project team
· Support the administration and coordination of Youth Action Board meetings, actions, and follow-up
· Support the Youth Action Board to manage its allocated budget and make informed budgetary decisions
· Maintain accurate records of youth engagement, governance activity, and decisions, and report regularly to the Youth Action Board

Mentoring, Advice & Guidance
· Provide high-quality mentoring, information, advice, and guidance to a small caseload of young people, including Youth Action Board members
· Support young people to identify personal goals and pathways into employment, education, or training
· Signpost young people to appropriate services, opportunities, and support as needed

Project Delivery & Partnerships
· Work collaboratively with project staff and community partners to deliver youth-centred activities and opportunities
· Support the coordination and administration of the project’s work experience placement programme
· Contribute youth insight and feedback to project planning and delivery to ensure activities reflect young people’s needs

Research, Learning & Improvement
· Support participatory research activities with young people to explore systemic issues within the Downham employment ecosystem
· Capture learning and feedback from young people to inform continuous improvement of project delivery



Experience, Skills & Knowledge Required
(A) = Must be evidenced in the supporting statement

Essential
· Experience of working directly with young people in a youth work, community, education, or employability setting (A)
· Experience of facilitating group sessions, meetings, or activities with young people (A)
· Experience of providing mentoring, information, advice, or guidance to young people (A)
· Strong communication and relationship-building skills, with the ability to engage young people from diverse backgrounds (A)
· An understanding of youth voice, participation, and inclusive practice (A)
· Ability to work flexibly, including evenings and occasional weekends (A)
· Ability to manage time effectively within a part-time role (A)
· Commitment to equality, diversity, and safeguarding (A)

Desirable
· Experience of supporting youth governance, co-production, or youth advisory boards (A)
· Experience of working within partnership projects or multi-agency settings (A)
· Knowledge of local employment, training, or education pathways (A)
· Experience of basic administration, record-keeping, or budget support (A)
· Lived experience of the communities served by Circle Collective (A)

Applicants should clearly demonstrate how they meet the essential criteria within their application. Desirable criteria will be used to differentiate between candidates who meet all essential requirements.

Safeguarding & DBS
Circle Collective is committed to safeguarding and promoting the welfare of children and young people. All staff are expected to share this commitment. This role is subject to an Enhanced DBS check with a Children’s Barred List check, satisfactory references, and adherence to Circle Collective’s safeguarding policies and procedures.

Equality, Diversity & Inclusion
Circle Collective is an equal opportunities employer and welcomes applications from people of all backgrounds. We are particularly keen to receive applications from individuals with lived experience of the communities we serve and from underrepresented groups in the employment and youth sector.

At Circle Collective, we believe young people are experts in their own lives. We value collaboration, honesty, and shared power, and we expect all staff to work in ways that centre dignity, respect, and lived experience.
How to Apply
To apply for this role, please submit:
· A CV (maximum 2 pages), and
· A supporting statement (no more than 1000 words) outlining how you meet the Essential criteria listed in the person specification. Please clearly reference your relevant experience and skills.
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