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DIRECTION/DEPARTMENT TTI – NCS  

JOB TITLE                            Wave Leader  

REPORTS TO                          Programme Leader 

RESPONSIBLE FOR                Assistant Team Leaders, Team Leaders, Support Workers 

LEVEL                                      Management 

 

 

To oversee the smooth operation of the National Citizen Service (NCS) programme; manage all wave staff (Social 
Action and Volunteering); maintain proper levels of young people safety, discipline and welfare. To be a point 
of contact and support for programme and core staff as well as other outside agencies/stakeholders and the 
main point of contact between activity and progress on the wave.  

 

 

 Take full responsibility for your team of seasonal staff, facilitating the NCS programme for their 

individual group of participants. 

 Ensure all requirements for Health and Safety, in particular COVID-19 guidance, Safeguarding, GDPR 

and Compliance are strictly adhered to. 

 Support staff in dealing with participant issues, such as behaviour and conflict within interpersonal 

relationships 

 Ensure customer satisfaction with the NCS programme 

 Ensure activities are delivered to a high standard through formal and informal observations 

 Support Team Leaders and Assistant Team Leaders to deliver an effective curriculum for all phases of 
the programme, including community and volunteering activities in a fun, team environment 

 Ensure community partners are booked and confirmed 

 Ensure programme content is relevant, community specific and in line with NCS guidance. 

 Be the primary point of contact for parents, guardians and/or assigned participant contacts 

 Maintain regular contact with the Programme Leader 

 Liaise with Twin Head Office regarding participants, staff and operations 

 Deliver phase introductions  

 Ensure that adequate records of attendance are kept  

 Ensure that risk assessments are completed and include any extra risks, in particular those related to 
social distancing 

 Review the staff schedule and inform HQ of changes, including staff absence 

 Inform HQ immediately about any serious incidents and complete Incident Reports  

 Manage the supervision duties, including breaks, meal and free times  

 Act as a role model, encouraging young people to develop inclusive, and positive behaviour towards 
others 

 Represent NCS goals and values effectively with stakeholders (such as partnering charities). 

 Use varied digital communication methods and platforms with participants (including telephone). 

 Ensure young people taking part in volunteering opportunities are suitably monitored and supported 

General Data 

Overview of the role 

Responsibilities  
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 Coordinate Team and Assistant Team Leaders’ visits to volunteering partners  

 Ensure that measures are put into place for participants with special educational needs or disabilities 

 Ensure the First Aid Kits are fully replenished 

 Keep track of staff uniform distribution and collection  

 Manage all staff’ performance, including delivering appraisals 

 Manage day-to-day issues as they arise and apply sensible solutions 

 Record and react quickly and appropriately to complaints and feedback 

 Run staff meetings and keep meeting minutes 

 Maintain adequate levels of young people and staff discipline  

 Take charge in case of an emergency 

 Communicate any allergies and dietary requirements to staff where appropriate 

 Ensure feedback/appraisals completion for each staff member, and ensure regular performance 

feedback is given to staff throughout the programme. 

 Ensure safety at all times of all participants. 

 Ensure delivery adheres to budget 

 Ensure all documentation required for arrivals, programme content, itineraries is collected in its 
entirety in order to operate efficiently 

 Provide excellent customer service to all stakeholders 

 Work with Salesforce database 

 Manage and maintain an accurate management information database to utilise all operational needs 

 Ensure systems are continually updated 

 Attend meetings and training events as required. 
 Take on the role of fire warden 

 Take on the role of Designated Safeguarding Officer, comprising of: 
 Implementation of all aspects of the safeguarding policy. 
 Dealing with any safeguarding concerns following the procedures documented in the 

safeguarding policy.  
 Maintaining accurate records.  

 Take on the role of first aider 
 Any other reasonable/appropriate duties 

 

 
 

 Health, safety and well-being of all participants during the course of the programme 

 Successful delivery of the programme/contract 

 Developing and facilitating appropriate participant activity 

 Liaising with all Twin departments as required 

 

 

Essential: 

 Previous similar experience, leading groups and delivering activities 

 Clear DBS check and satisfactory references 

 Experience of motivating groups of young people providing pastoral support and managing 
challenging behaviour 

 Experience of working under pressure in a demanding and changeable environment, making decisions 
under pressure and the ability to adapt working styles to different environments and teams 
 

Desirable: 

Knowledge/Experience required  

Principle Accountabilities 
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 Experience/ knowledge of NCS provision 

 Experience of managing seasonal workers 

 Experience and knowledge of working on social action projects 

 

 

 

 Educated to degree level- essential 

 Demonstrable educational level commensurate with the needs and scope of the role 

 Experience of managing people 

 HSE-recognised First Aid certificate (such as St John's First Aid at Work) desirable 
 

 

 

 An eye for detail 

 An influencer and excellent negotiator and able to motivate cohort members and staff, especially 
when faced with challenges and setbacks. 

 Excellent organisational skills 

 Ability to deal with a demanding workload and prioritise 

 Ability to work in a highly pressured and fast paced environment 

 Good interpersonal skills with people at all levels 

 Fluent English communications skills – both written and verbal 

 A problem solver who thrives in a challenging environment 

 A flexible attitude to work 
 Ability to voice opinions & provide feedback in a clear, constructive and considerate manner. 

 Ability to find ways to maintain personal energy and stability, even during challenging moments. 

 Ability to recognise signs of distress in young people and staff, and respond to these promptly and 
sensitively. 

 Ability to listen to young people and staff, and provide a space for them to share concerns. 

 Ability to recognise when participants aren’t engaging with or accessing activities and take 
responsibility to understand why and action to address this. 

 Ability to work within a team and on your own initiative. 

 

 

 Delivery of the NCS in line with Key Performance Indicators 

 Minimum level of group complaints 

 Delivery of a high standard of customer service and satisfaction  

 

 
Twin Group is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. Successful applicants will be required to undertake 
an enhanced disclosure via the CRB, where appropriate. 
 
We are dedicated to ensuring that all job applicants and members of staff are treated equally, without 
discrimination on the grounds of gender, sexual orientation, marital or civil partner status, gender 
reassignment, race, colour, nationality, ethnic or national origin, religion or belief, disability or age. 

 

Education/Qualification desired 

Person Specification  

Key Performance Indicators  
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Safeguarding, Welfare and Prevent 
Twin Group is committed to the safeguarding of children and vulnerable adults, the prevention of 
radicalisation, and promoting the welfare of all of our customers, and we expect all staff and volunteers to 
share this commitment. Twin Group has as a Safeguarding Policy which all staff must read and comply with. 
Successful applicants who will work directly with children and/ or vulnerable adults will be required to 
undertake an enhanced DBS and complete mandatory training. 
 
Equality & Diversity 
We are dedicated to ensuring that all job applicants and members of staff are treated equally, without 
discrimination on the grounds of gender, sexual orientation, marital or civil partner status, gender 
reassignment, race, colour, nationality, ethnic or national origin, religion or belief, disability or age. 
Twin Training has an Equality and Diversity Policy and it is the responsibility of all staff to comply with this.   
 
Confidentiality 
The post holder must maintain the confidentiality of information about customers, staff and other Twin 
Training stakeholders.  Some work is of a confidential nature and information gained must not be 
communicated to other persons except in the recognised course of duty.  The post holder must meet the 
requirements of the Data Protection Act (GDPR) at all times. 
 
Health & Safety 
Employees must comply with the provisions of the ‘The Health and Safety at Work Act 1974’ and must take 
reasonable care for the health and safety of themselves and of other persons who may be affected by their 
acts or omissions whilst at work.  Employees are also required to co-operate with their employer to enable 
them to perform or comply with any statutory provisions. The organisations efforts to promote a safe and 
healthy working environment can only succeed with the full cooperation of its employees. 
 
Flexibility 
This job description is intended to provide a broad outline of the main duties and responsibilities only.  The 
post holder will need to be flexible in developing the role in conjunction with their line manager.  The post 
holder may be asked to carry out any other reasonable and lawful duty or instruction. 
 
Reasonable Adjustment  
Twin Group will endeavour to provide reasonable adjustments at all stages of our NCS recruitment process for 

applicants with disabilities or health conditions. 

 
I confirm that I have read, understood and accept the requirements detailed in this job description. 

Signed:  
 

Print name:  
 

Date:  

 

H.R. Administrator 
Signed: 

 
 

Print name:  
 

Date:  

 
 
 
 


