Reading International Solidarity Centre
Education Coordinator

Reading International Solidarity Centre (RISC)
Reading International Solidarity Centre (RISC) is a Development Education Centre close to the heart of Reading's town centre. We work with schools and community groups to raise the profile of global issues and promote education and action for a fair and sustainable world.
RISC’s Education Team delivers training and support to Schools, Colleges and Universities to develop and embed Global Citizenship Education in the curriculum, providing children and young people with opportunities to develop the knowledge, skills and values of a Global Citizen.
We host a teacher’s resource centre and resource bank and develop resources for teachers to use in the classroom.

Job Description

Job Title: Education Coordinator

Responsible to: RISC Collective and Trustees

Responsible for: Education Team Volunteers

Salary: £19,656 part time (FTE £32,760)
Hours of work: 21 Hours 

Place of work: RISC, 35-39 London Street, Reading, RG1 4PS
 

Job Purpose
The Education Coordinator is responsible for the development, management and delivery of RISC’s work with Schools, Colleges and Universities. This includes providing training, support and resources to teachers, meeting funded project aims, effective deployment of project staff, seeking project funding and reporting to donors. 


Duties and Responsibilities

Global Citizenship Education delivery
· Deliver Global Citizenship projects and training for teachers, whole school staff and trainee teachers at venues across Berkshire, Buckinghamshire and Oxfordshire, and online.
· Develop teaching resources, guidance and materials for schools and teacher training institutions.
· Manage enquiries related to Education work and training bookings.

Project and Financial Management 
· Ensure the successful development and growth of education work through effective planning, resource allocation, evaluation and monitoring and management of risk. 
· In liaison with the RISC Finance Manager, ensure effective financial budgeting arrangements, monitoring and reporting of income and expenditure and compliance with financial procedures.
· Maintain appropriate records to ensure that project outcomes can be objectively measured and reported and that funder(s) requirements are met in an accurate and timely manner 
· Ensure compliance with Health and Safety requirements, Insurance arrangements and any other statutory requirements or permissions 
· Ensure that all project programmes and activities are consistent with RISC’s Equality and Diversity policy, Environmental Policy, Child & Adult Safeguarding Policies and Employment & Volunteering policies 

Project development
· Based on regular monitoring, evaluations and consultations of activities develop plans and service provision for Global Citizenship Education in Schools, Colleges and Universities in the region.
· Keep abreast of available funds and opportunities to ensure financial sustainability of education work.
· Where possible, build on sources of income that are not grant dependent.

Monitoring and evaluation 
Ensure project activities and participation are properly monitored, recorded and evaluated against project aims and funding requirements.

Staff Management 
· 
· Identify the need for, recruit, train, manage and motivate project volunteers.
· Ensure DBS checks are completed for all staff working with children and/or vulnerable adults and that all documentation is held securely and available for on request to relevant authorities.

Liaison and networking with external partners
· Build productive relationships with other Development Education Centres and NGO’s or related organisations in the Reading area and nationally to share practice, promote our work and ensure take up of relevant opportunities.
· Ensure effective communications with partners toward meeting specific project aims and outcomes. 

Events, Publicity and Communications 
· Manage the marketing of projects and training delivery to Schools, Colleges and Universities 
· Proactively engage with local and national media to promote work of the Education Team

General
· This role will include membership of the RISC Collective after 6 months service. The Collective is responsible for the day-to-day management of the organisation and together acts in the role of Chief Executive to the charity, accountable to the Board of Trustees.
· To work at all times in a way that is consistent with RISC’s ethos and values, promote its work more generally and support its vision of sustainable development
· To undertake any other duties, commensurate with the nature of the post, that could reasonably be expected 









	· Person Specification

	
	Essential 
	Desirable

	Experience, Knowledge and Understanding
	
	

	Experience of delivering Global Citizenship Education/Development Education in education settings
	✔
	

	Qualified Teacher or extensive experience of teaching or training in education settings
	✔
	

	Experience of working in initial teacher education with undergraduate and/or post graduate trainees
	
	
✔

	Experience of working on own initiative, self-motivation and meeting self-imposed deadlines and targets
	✔
	

	Ability to work with a variety of different people in the education sector and local community
	✔
	

	Experience of grant fundraising
	
	✔

	Experience of coordinating staff and volunteers
	
	✔

	Experience of networking with a wide variety of partners
	
	✔

	Proficiency in key MS Office suite applications e.g. Powerpoint, Word, Excel
	✔
	

	Skills and Abilities
	
	

	Excellent project and time management skills, highly organised and able to manage multiple projects and activities
	✔
	

	Excellent interpersonal and communication skills, with ability to inspire and motivate others
	✔
	

	Ability to develop and nurture effective relationships and participation across a broad range of people
	✔
	

	Experience of using mailchimp, social media and other platforms to promote projects and events
	
	✔

	Ability to prepare and manage overall project and grant funding budgets
	
	✔

	Personal Qualities
	
	

	Able to work flexibly, adapting to the needs of the job, including possible evening and weekend working
	✔
	

	Legal Requirements
	
	

	To be entitled to work in the UK
	✔
	

	To be subject to a satisfactory CRB check and declare any unspent convictions
	✔
	



Experience, skills, knowledge, abilities and understanding relevant to the post may have been gained in either paid or unpaid work or through other activities and interests.

Applicants must complete the downloadable application form (CVs are not accepted) and email to jobs@risc.org.uk by 5pm on Tuesday 21 April 2026

We’re aiming to complete interviews by Friday 8th May. Please get your application in as soon as possible as we reserve the right to interview and close the application process early, if enough strong applications are received. 

Candidate Number: ………………  (For RISC use only)
JOB APPLICATION FORM						CONFIDENTIAL

1. Post applied for: Education Coordinator


2. Where did you see this post advertised? 
 

3. First name(s):                                        	4. Title (Mr/Mrs/Ms etc):             


5. Surname or Family name: 


6. Address:  


7. Post code:  


8. Main Contact Telephone Number: 		 


9. Alternative Contact Telephone Number:


10. Contact e-mail address:


11. Do you have the Right to Work in the UK for the duration of this project? 



     Yes   	   No

    If employment is offered, you will be requested to produce documented evidence confirming your entitlement to work in the UK.

12. Do you have any unspent or pending criminal convictions? 



     Yes  	   No   

    If you have answered Yes, please provide full details in a separate sealed envelope addressed to the Recruitment Co-ordinator and marked “confidential”.

13. Is there anything concerning your medical history or state of health that is relevant to your application?  



    Yes*  	    No   	

    *If you have answered Yes, please refer to the Equality and Diversity Monitoring Form enclosed.

14. If you are disabled within the meaning of the Disability Discrimination Act, and you are invited for interview, are there any arrangements we can make to assist at your interview?


This first sheet and the last one with your references and signature together with the Equality & Diversity monitoring form will be removed and information therein will not be used as part of the selection process but will only be used to make practical arrangements for interview,  appointment and monitoring purposes.

Candidate Number: ………………
(For RISC use only)
SECTION 1:  Education and Training

Please tell us about your education and any qualifications which you feel are relevant to the post.  Include relevant courses which you are currently undertaking.  Please start with the most recent.

	
Name and Address of School/College

	
Subject Studied
	
Qualification/
Level
	
Date Awarded

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
Professional Membership and Qualifications

Awarding Body                            Qualification/Membership Status            Date Awarded

	


	

	


	


	
	

	


	
	

	


	
	


	


	
	









Candidate Number: ………………
(For RISC use only)
	
Training and short courses (work and outside work)

Please tell us about any training you have received or courses you have undertaken which did not lead to a qualification but which you feel are relevant to the post advertised.

	   
Training Course                                                                                                 Date

	

	

	

	

	

	

	

	

	

	

	

	

	

	



SECTION  2.  Employment History

	
Present employer (or last employer, if not currently employed*)

	Name and address of employer
	

	
Job title
	

	
Present salary and grade
	
	Date of
appointment
	

	
Reason for leaving
	
	*Date of leaving
	




	
Please give a brief description of your present duties and responsibilities

	


















Candidate Number: ………………
(For RISC use only)
	
Previous employment (paid or unpaid) 

Please give details of your previous employment and work experience (whether paid or unpaid) over the last ten years starting with the most recent 
    
Name and address                                                                                               Reason
of employer                         From          To               Position held                     for leaving

	





	
	
	
	

	





	
	
	
	

	





	
	
	
	

	





	
	
	
	

	





	
	
	
	


















Candidate Number: ………………
(For RISC use only)

SECTION 3.  Supporting Statement

	Please state how you consider your experience, knowledge, skills and abilities match those of the Person Specification. Wherever possible, provide examples from your current or previous work experience. It is important that you cover each of the areas detailed in the Person Specification since this is the information that will be used for short-listing. You may continue typing beyond this page or writing on a separate piece of paper, but please ensure this is enclosed with your application and, if not part of this document that it has your name (which will be removed before it is copied to the short listing panel) is on it.

	














































Candidate Number: ………………
(For RISC  use only)
[bookmark: _lt5smghe3luj]
	
Referees

	Please provide the contact details of two referees, one of whom should be your current or most recent employer.  If you have no or limited employment experience please provide referees from your educational establishment or from any voluntary/temporary work.  Do not include family members or friends.

	Referee 1

Name                                                  Relationship to you   

Job title   

Address    

Contact telephone number                               

Contact e-mail address   


Referee 2

Name                                             Relationship to you 

Job title 

Address   

Contact telephone number                                

Contact e-mail address   
 




	
Declaration and signature

	
The information supplied in this application form is accurate to the best of my knowledge.  I understand that deliberate omissions and incorrect statements could lead to my application being rejected or to my dismissal.

Signed*…………………………………………….…                    Date…………………………

* If you return this form by e-mail you should note that, in the absence of this signature, the e-mailing of this application constitutes your personal certification that the details are correct.




Thank you for taking time to complete this application

Please send your completed form and return together with your completed Equality and Diversity Monitoring Form to jobs@risc.org.uk  

Applications must be received no later than 5pm on Tuesday 21 April 2026

We’re aiming to complete interviews by Friday 8th May. Please get your application in as soon as possible as we reserve the right to interview and close the application process early, if enough strong applications are received. 
Equal Opportunities Monitoring Form





Reading International Solidarity Centre (RISC) is committed to equality of opportunity in its recruitment and selection process to help achieve and maintain a diverse workforce. All applications for posts will be considered solely on merit.  
In order to assist RISC to monitor the effectiveness of its Equality and Diversity Policy, please take a few moments to complete this section of the form.
The information you provide will be treated in the strictest confidence and will not be used in any way as part of the selection process. This section of the form will be detached from the application form upon receipt and will not be seen by members of the selection panel. 
This information will be held on file for the purposes of monitoring the operation of the Equality and Diversity Policy and is subject to the provisions of the Data Protection Act.

	If applying for a job, what post are you applying for?
	Education Coordinator

	What age are you?
	……… years

◻ Prefer not to say

	What gender are you?
	      ◻   Female                                 ◻  Male
      ◻ Other – please state ….…………........
      ◻ Prefer not to say

	
Do you identify as the gender you were assigned at birth? For people who are trans*, the gender they were assigned at birth is not the same as their own sense of their gender. 

	      ◻    Yes               ◻ No
  ◻  Prefer not to say

	Are your day-to-day activities limited because of a health problem or disability which has lasted, or is expected to last, 
at least 12 months?
	◻  Yes a little
◻  Yes a lot
◻    No (do not answer the next question)
◻  Prefer not to say (do not answer the next question)


	If you answered ‘yes’, please state the type of impairment. If you have more than one please tick all that apply. If none apply, please mark ‘other’ and write an answer in.

	◻  Physical Impairment                                   ◻  Long-standing Illness
◻  Sensory Impairment                                   ◻  Mental Health Condition                             
◻  Learning Disability/Difficulty                     ◻  Developmental Condition
◻  Other (please state) ………………………………………………………………………





	How would you describe your ethnic origin?

	White
◻    English / Welsh / Scottish /   
       Northern Irish / British
◻   Irish
· Gypsy or Irish Traveller
· Any other White back-ground  (please give details)
……………………………

Asian or Asian British
◻  Bangladeshi
◻  Indian
◻  Pakistani
◻  Chinese
◻  Any other Asian background (please give details)..................

	Black or Black British
◻  African
◻  Caribbean
◻  Any other Black background (please give details)
………………………………


Mixed
◻   Asian & White
◻   Black African & White
· Black Caribbean &White 
◻   Any other mixed 
background (please give 
details) ……………………………
	Other Ethnic Group
· Arab
◻   Any other ethnic group (please give details)

……………………………...

◻ Prefer not to say







	Which of the following best describes your sexual orientation?

	◻  Heterosexual
◻  Lesbian/ Gay woman
◻  Homosexual/Gay man
◻  Bisexual
◻  Other (please state) …………………………………………………………..
◻  Prefer not to say

	What is your religion or belief?

	◻ I have no particular religion
◻ Buddhist
◻ Christian
◻ Hindu
◻ Jain
◻ Jewish
◻ Muslim
	◻ Pagan
◻ Sikh
◻   Agnostic
◻ Atheist
◻ Other (please state)

…………………………….
	◻ Other philosophical belief (please state)

………………………..............

◻ Prefer not to say


	Are you a carer? 
A carer provides unpaid support to family or friends who are ill, frail, disabled or have mental health or substance misuse problems.
	◻ Yes
◻   No
      ◻ Prefer not to say



Thank you for assisting RISC to monitor the effectiveness of its Equality and Diversity Policy.
Please return it - together with your completed application form to jobs@risc.org.uk 
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