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Young People Project Lead Job Description 

Person Specification 

 

Job Title: Young People Project Lead 

Hours: Full Time (35.75 hrs Monday to Friday), flexibility will be considered 

Contract: 1 Year Fixed Term to June 2023 (extension subject to funding) 

Responsible to:  Service Manager 

Responsible for:  Young People’s Worker 

Salary: £27,000 to £29,000 

Location: Blended working model.  Office base at Norton Park, Edinburgh.  We 

anticipate at least two to three days in person work per week depending on 

programme delivery requirements.  With an option to work from home other days (up 

to two days per week).   

 
Overall Purpose of the Job: 
 
To take a lead role in the development and delivery of our supported employment 

services aimed at young disabled people, including leading the co-ordination and 

delivery of our Edinburgh based Inclusion Works! project 2022-2023.   

You will have responsibility for developing a programme of 1:1 and group support to 

young disabled people.  This will entail successful marketing of the programme to 

recruit and support participants and you will supervise the Young Peoples’ Worker.  

This project is funded for 12 months and during this time you will be responsible for 

identifying future service continuation and development opportunities for our young 

peoples’ offer. 

 
Inclusion Works! (YPG-funded project) 
 
Leading the project to identify and support young disabled people to consider their 

journey towards employability.  Engaging on a 1:1 basis initially, then supporting 

young people to progress to groupwork sessions further into the process and 

ultimately, into a positive destination such as education, training or employment. 

Focusing on young disabled people who have no identified positive destination, 

exploring employability, wellbeing and strengthening community connections. 
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Looking at empowerment, with support around self-travel, building confidence to 

participate in local communities, e.g. youth groups or volunteering. Helping build 

routine and become financially aware/independent.   

Inviting the participants to join Into Work’s Young People’s Advisory focus group.  
The young people’s voices will be an integral aim of our strategic objectives - to 
continue to have lived experience at the heart of our service development and 
delivery. 
 
Responsibilities 
 
Project Management and Team Leadership 
 

• Take the lead role in developing, coordinating, marketing and managing the 

Inclusions Works! project, making day-to-day decisions and ensuring that 

work aligns with the project brief and funder expectations. 

• Develop close working relationships with all potential referring agents, leading 

the team by example. 

• Regularly attend a variety of internal and external meetings.  

• Record all outcomes using project management tools and review 

milestones/KPI’s regularly with team. 

• Liaise with colleagues on a regular basis re allocation of tasks. 

• Take responsibility for day-to-day project admin – maintaining an on-going 

understanding of project inputs/outputs and outcomes. 

• Attend reviews with Capital City Partnership Young Person’s Guarantee 

(YPG) Lead. 

• Set up and manage a Youth Advisory focus group in line with Into Work’s 

other advisory groups. 

• Complete and develop project documents for each young person who is 

referred to Inclusion Works! and maintain accurate files for audit purposes. 

• Collaborate with Into Work Senior Management Team to identify future 

service delivery opportunities for Young People. 

Work with Clients 

• Identify and support young disabled people to apply and become participants 

of Inclusion Works! 

• Support a caseload of young disabled people to progress from stages 1 to 3 

of the 5-stage employability pipeline. 

• Facilitate opportunities for participants by closely liaising with referral 

agencies and sources. 

• Develop knowledge and understanding of individual participants and their 

future employment needs and preferences using a comprehensive vocational 

profiling approach. 

• Report on clients' progress both verbally and in written form, using a shared 

case management system. 
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Group Work 

 

• Develop a co-produced groupwork programme in collaboration with Into 

Work’s Youth Advisory focus group that the postholder will set-up and 

coordinate. 

• Deliver 10 co-produced groupwork sessions to young people. 

Promotion of Inclusion Works! project 

• Raising awareness of the Inclusion Works! Programme, to identify participants 

that will benefit from Inclusion Works! 

• Liaising closely with all local providers supporting young people, promoting 

the service as part of the day-to-day role.   

• Using social media channels to raise project profile in conjunction with our 

Marketing and Social Media Officer.  

• Networking at in-person and online events and meetings. 

Support & Supervision of Young People’s Worker 

• Line management of the Young People’s Worker.  You will support the Young 
People’s Worker to successfully perform their role through regular support and 
supervision, identifying and accessing appropriate training and development. 

• Follow Into Work’s staff policies and procedures and develop new working 

practices for this project. 

 
 
Other 
 

The above is not an exhaustive list of duties.  You will be expected to perform different 
tasks as necessitated by the requirements of the projects. 
 
The duties and responsibilities attached to posts may also be varied without changing 
the general character of the duties or the level of responsibility entailed.  Such 
variations are a common occurrence and would not themselves justify reconsideration 
of the grading. As a result of such variations, it may be necessary to update this job 
description from time to time. 
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Young People Project Lead Person Specification 

E = Essential 

D = Desirable 

Knowledge and Skills E 
 
 

D 

1. Strong commitment to young disabled people and inclusion. 
 

2. Knowledge and understanding of the challenges and barriers faced by 
young disabled people around employment. 

 

E 
 

E 

 

3. Awareness of and ability to understand and respond appropriately to 
young people’s behaviour and needs, evidencing patience, tolerance and 
flexibility. 
 

4. Ability to network effectively and develop partnerships with a range of 

external organisations. 

E 
 
 
 

E 

 

5. Ability to handle competing priorities and make value-based decisions.  
 

E  

6. Initiative and follow-through – the ability to work independently and 
accurately. Motivated, flexible and able to self-organise and record work.  
 

 
E 
 

 

7. Supervisory skills and team working skills – relationship-building, a keen 
desire to share information and knowledge and develop the performance 
of others. 
 

 
E 
 
 

 
 

Experience 

 

1. At least one year supporting young people, or disabled adults with complex 
barriers (e.g., poverty or trauma), towards positive outcomes. 

 
2. Successful track record of developing, co-producing, and delivering solution 

focused approaches or coaching or facilitation in a 1:1 & group setting. 
 

 
3. Experience of co-ordinating and managing a project and a caseload of 

people including the use of recording systems to evidence outcomes.  

 

4. Experience of collaborating, establishing effective working relationships with 
colleagues and participants. 
  

E 

 

E 

 

E 

 

 

E 

 

E 

D 
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5. The ability to provide reliable support to young people and act with integrity in 

times of stress. 

 

 

6. Lived experience of disability, neurodivergence or long-term health condition. 
 

 
Qualifications 
 
 

1. A qualification in Youth Work Practice 
 
 

2. A qualification in employment, recruitment or disability related discipline. 

 

E 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

D 

 

 

 

D 

 

D 
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Additional Information to Inclusion Works! - Young Person’s Guarantee 
Background 
 
Funding has been awarded from Capital City Partnership to support the delivery of 
Inclusion Works project via the Edinburgh Young Person’s Guarantee (YPG) 
scheme. This is intended to provide young people with opportunity, based on their 
own personal circumstances and ambitions.  
   
For the purposes of this role, we will be supporting young disabled people to explore 
employability and wellbeing as participants of our Inclusion Works! project.  We 
will look at volunteering and/or accessing community resources as a positive starting 
point to their journey and helping them develop experience, confidence, routine and 
skills. 
 
Aims of Young Person’s Guarantee (YPG) 
 

1. To support the addressing of structural inequalities in the Labour market, 
including the protected characteristics of: Gender, Race, Disability and Sexual 
Orientation. 

2. To drive forward and implement the shared ambitions and actions of No One 
Left Behind and the response to Covid -19 and Brexit to ensure the right 
support is available in the right way at the right time. 

3. Strengthening of local Edinburgh Joined Up for Young People partnership 
delivery. 

4. Focus on supporting young disabled people and reducing the disability 
employment gap. 

5. Improving engagement with other equality groups and the protected 
characteristics to ensure young people from every minority group have the 
opportunity to engage in a way that suits those individuals. 
 

The Inclusion Works! core project team 
 

1. Service Manager – oversee project  
2. Young People Project lead – total: 35.75 hours per week. Consists of 30 

hours coordinating Inclusion Works! project team plus 5.75 hours developing 
Into Work’s service offer for young people in line with our strategic objectives 

3. Young Peoples’ Worker - 10 hours per week  
4. Wellbeing Coach - 3.5 hours per week (on this project). 

 
The Inclusion Works! project – will need to coordinate additional supportive 
input from the following Into Work postholders 
 

5. Welfare Rights Officer - delivering one or two sessions as part of the 
programme and meeting with the young people to check they are receiving 
the right benefits.  

6. Administrative Assistant 
7. Marketing & Social Media Officer. 

 


