
HEAD of NCS   
 
Salary: Competitive based on skills and experience  
Location: Nottingham Forest Community Trust 
Reporting to: Chief Operating Officer / Chief Executive Officer 
Employment: Full-time permanent 
 
Purpose of the Role 
We are looking for an experienced and dynamic leader to manage and develop all aspects of the National 
Citizen Service (NCS) project. The successful candidate will be responsible for strategically planning, 
delivering and evaluating the well established and nationally recognised personal and social development 
project. The ideal candidate will have a strong background and track record of achieving KPI’s and 
negotiating within operational contracts. We want a person who is enthusiastic and who thrives on balancing 
multiple priorities. 
 
Key Tasks & Responsibilities 

1. Plan, implement and manage all aspects of the NCS project. 
2. Negotiate contractual terms with the prime contractor. 
3. Achieve minimum contracted KPI’s to ensure contract sustainability. 
4. Oversee all operational aspects of delivery, including project activities, staff training, health and 

safety and safeguarding. 
5. Ensure all safeguarding issues are dealt with in line with appropriate policy procedures.  
6. Attract additional funding to increase and enhance project activities.  
7. Develop and maintain an excellent relationship with the prime contractor and NCS Trust to ensure 

that all expectations and obligations are met. 
8. Communicate contractual responsibilities and strategic objectives to the project team and the 

Leadership Team. 
9. Provide strategic direction and accountability, ensuring that the appropriate performance 

management and governance systems are in place. 
10. Create, communicate and maintain a NCS contract risk register, including operational, financial and 

reputational risks. 
11. Ensure that any interventions that may be required to manage risk and underperformance are taken 

at the earliest opportunity. 
12. Resolve operational and contractual issues with the prime contractor and subcontractors with 

minimum disruption to project delivery. 
13. Ensure contractual compliance and accountabilities are actioned, monitored and communicated to 

the Leadership Team when necessary. 
14. Prepare and manage an operational budget and negotiate cost savings where appropriate. 
15. Attend contract meetings to ensure that the terms and conditions of the contract are being met and 

be prepared to challenge any discrepancy or anomaly.  
16. Develop and manage a wide network of partnerships through schools, academies and education 

providers. 
 
Skills, Knowledge & Experience - Essential 

1. Minimum of 3 years experience as project manager. 
2. Proven track record of exceeding KPI’s. 
3. Excellent written and verbal communication skills. 
4. Effective time management skills and the ability to prioritise conflicting workloads. 
5. Experience of managing and leading a team of staff. 
6. High level of self-drive and an ability to motivate others.  
7. Ability to work under personal and organisational pressures. 
8. Strong organisational and planning skills. 
9. A high level of competence in using IT and databases, including Microsoft Office. 
10. Ability to negotiate and challenge contractual terms and conditions. 

 
Skills, Knowledge & Experience - Desirable 

1. Knowledge of CRM systems. 
2. Creative thinker who can develop innovative ways to raise funds. 
3. Understanding of safeguarding and health and safety. 
4. Full, clean UK driving license. 



Other 
1. Demonstrate a commitment to equal opportunities. 
2. Represent Nottingham Forest Community Trust in a professional manner at all times with respect to 

attitude, work ethic, appearance, conduct and personal hygiene. 
3. Willingness to work unsociable hours, including evenings, weekends and public holidays. 
4. Report directly to the COO, ultimately responsible to the CEO. 
5. Undertake any other duties and responsibilities that commensurate with the grade of the post. 

 
Equal Opportunities 
Nottingham Forest Community Trust is an equal opportunities employer and welcome applications from all suitably 

qualified persons regardless of their race, sex, disability, religion/belief, sexual orientation or age. 
 
Application: Via CV with a one page covering letter to rachel.whysall@nottinghamforest.co.uk  
Closing date: 02 October 2017, 5:00pm 

 

mailto:rachel.whysall@nottinghamforest.co.uk

