
 

 

MENINGITIS NOW                                                       

Job Description 

Job Title  Believe & Achieve Programme Officer 

Salary   £19,000 - £21,000 per annum 

Responsible to Programme Co-ordinator 

Hours   35 hours per week 

Location  Fern House, Bath Road, Stroud, GL5 3TJ 

 

Background 

As many as 500,000 people in the UK today are estimated to have been affected by meningitis 

and every year more than 8,000 babies, children and adults contract either bacterial or viral 

meningitis. 1 in 10 who contract bacterial meningitis sadly die, and a further 1 in 3 are left with 

lifelong after-effects.  

Meningitis Now is a bold, brave and influential charity making a real difference in the UK. With 

our beneficiaries and supporters at the heart of everything we do, our vision is simple - to stop 

lives being devastated by meningitis and rebuild the lives of those affected by meningitis in 

the UK – and we do this through research, awareness and support. 

The people we help every day and those who support us in return, inspire us to provide the 
best supporter care that we can, which is why we are committed to putting our supporters first 
and ensure anyone who is in contact with Meningitis Now, feel engaged, respected and 
valued. 
 
To deliver our vision, we have to provide the support that people need, when and where they 

need it, and to ensure effective education of the general public, health professionals and other 

people who are involved in any way with meningitis or people affected by it. And we need to 

increase the capacity of the organisation through the effective development & management of 

volunteers. 

 

Job Purpose 

The Programme Officer will support the delivery and implementation of our Believe & Achieve 

programme and aid coordination of specific activities. Believe & Achieve supports those aged 

14-25 whose lives have been impacted by meningitis, either directly by having had it 

themselves or indirectly through a family member or close friend.   

 

You will support young people in overcoming barriers to success, enabling them to come 

together as a community to achieve their goals, in life, education and work through workshops, 

mentoring, coaching, counselling, social media and residential weekends. 

 

This job description does not provide a complete list of activities as the post is subject to 

change as the programme develops. 

 

 

 

 



Duties and Responsibilities 

 To proactively support the Programme Co-ordinator in all duties relating to the 

programme. 

 To ensure all young people are suitably inducted onto the programme. 

 To act as a warm, friendly and sensitive point of contact for all those involved with the 

delivery of different elements of the programme. 

 To process enquiries in a timely manner; signposting, providing information and 

guidance as necessary. 

 To lead on development and delivery of specific parts of the Believe & Achieve 

programme. 

 To have conversations with young people, identifying issues affecting them and how 

their needs can be met through the programme or signposting as appropriate. 

 To organise training and workshops; booking venues and catering, recording 

attendance and completing required paperwork. 

 To maintain Salesforce database and undertake any other administrative duties.  

 To assist in the monitoring and evaluation of the programme. 

 To create and monitor social media activity to promote services and develop the 

Believe & Achieve community. 

 To develop relationships with external stakeholders, charities, organisations, 

educational establishments and youth networks. 

 To support young people to develop resilience, confidence and individuality. 

 To work in accordance with the Charity’s policies and procedures ensuring these are 

carried out correctly in relation to the position. 

 

Personal Specification 

Essential Experience 

 Experience of working on cross organisational projects. 

 Experience of communicating with a diverse range of people. 

 Experience of providing direct support. 

 Experience of organising small-scale events. 

 Experience of working with children and/or young people. 

 

Essential skills 

 Excellent interpersonal skills; able to communicate sensitively and effectively with a 

diverse range of individuals who may be volunteers, corporates, mentors, counsellors 

etc.  

 Excellent organisational and administrative skills. 

 Excellent verbal and written communication skills. 

 Confidence to establish positive relationships with young people and motivate them to 

participate in events and activities. 

 Strong self-motivator and able to work independently as well as be part of a team. 

 Ability to use Microsoft Office Suite and to maintain databases and record systems. 

 Demonstrate diplomacy and ability to work in confidence. 

 Demonstrate time management skills, prioritisation and ability to work to multiple 

deadlines. 



 Ability to give presentations to stakeholders and positively represent Believe & Achieve 

at a variety of events and meetings. 

 

Desirable selection criteria 

 Experience of working within the charity sector. 

 Knowledge of meningitis and its impact. 

 Experience of impact and evaluation reporting.  

 

Other requirements 

 Commitment to the goals and values of Meningitis Now. 

 Full UK driving licence and access to a car insured for work purposes and be able to 
travel throughout the UK as necessary. 

 Some out of hours working, travel and attendance at appropriate events when 
required. 
 


