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Job Outline


	Post No. :
	255

	Post Title:
	Day Service Coordinator 

	Directorate:
	Adult Services

	Division:
	Care and Support

	Section:
	New Langdale Day Services

	Reports To:
	Day Services Manager

	Location:
	Blackpool Centre for Independent Living (BCIL) / New Langdale Bispham / Community Projects

	DBS Status:
	Enhanced check with an Adult’s Barred List check 

	Grade:
	Grade G


	Role Purpose

	To supervise and coordinate a staff team delivering direct services to people with learning disabilities.
The Coordinator will have responsibility for all areas of the service within The New Langdale and will also be responsible for supervision of staff teams, quality assurance, developing and coordinating the outcome based activities that form part of the service.


	Main Duties and Responsibilities

	· To implement and monitor all Health and Safety procedures and ensure  that these are monitored and adhered to as a directed by Council Policy and Legislation
· Assist the Day Services Manager to lead, organise and manage teams of Progression Workers to deliver group, community and individual support through Person Centred Approaches

· To work flexibly with staff teams and provide cover for the full range of care and support duties as required including working as a management team to develop the training cafes and community projects as an integral programme offer.
· To initiate and lead on Person Centred Planning processes and regularly monitor and review care provision.
· To implement and monitor the centres quality assurance framework and audit systems.

· To undertake, administration functions at the commencement of a referral in to the service e.g. referrals, care planning and medication paperwork.

· To liaise with families, carers and others in planning and developing services, resources and provision

· Financial monitoring and expenditure control and the usage of e-procurement
· Manage employee recruitment, performance, supervision and appraisals in line with Council Policies and Procedures

· Organise the training needs of team members and assist and/lead with the delivery of training
· To support in the discipline, grievance and absence management procedures for employees

· Organise and authorise deployment of employees to ensure appropriate support for service users.

· Communicate directly with parents / carers and other stakeholders in developing excellent care and support plans 
· Manage situations that involve members of the public, employees and service users and liaise with appropriate agencies and escalate to the appropriate authority level

· To plan, organise and prioritise work tasks to ensure safe effective service delivery

· Provide advice, guidance and direct support to service users, employees and families

· To plan, organise, lead and record team meetings
· To ensure the safe operations, security and maintenance of the buildings the service operates within.


	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	· Level 3 RQF Qualification for Health and Social Care, Educational Support, Supervisory/Team Leader or equivalent qualification or commitment to work towards and complete within two years

· Management qualification e.g. ILM3 or equivalent Level 3 qualification or willingness to work towards and complete within 12 months
· IOSH – Managing Safely or commitment to complete within 12 months
	E
E

D


	Knowledge, Skills and Experience 
Required
	Please mark which are Essential or Desirable 
	E/D

	Knowledge

· Considerable knowledge of Government legislation applicable to Learning Disabilities

· Considerable knowledge of Safeguarding Policies and Procedures

· Substantial knowledge of mentoring individuals with a  learning disability through a planned activity

Skills
· Skills of planning and mentoring adults with a learning disability through planned activities

· Excellent communication with people and able to confidently lead staff teams

· Ability to make sound decisions in regard to risk, needs and resources

· Able to work under pressure and without direct supervision

· Report writing and record keeping skills

· Ability to contribute to, implement and monitor quality assurance systems

Experience

· Considerable experience of supervising staff

· Substantial experience in liaising with families, carers and other organisations

· Considerable experience in initiating and monitoring Person Centred Plans

· Considerable experience in coordinating the work of teams to ensure workflow is managed safely

· Substantial experience of working with vulnerable adults

· Experience in report writing, and working within quality assurance frameworks
· Experience of the transition process
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	Vision and Values

	Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.
Our Priorities

We have two priorities:

· Priority one - The economy: Maximising growth and opportunity across Blackpool

· Priority two - Communities: Creating stronger communities and increasing resilience

Our Values

We aim to:

· Deliver quality 

· Be fair 

· Be accountable 

· Be compassionate 

· Be trustworthy 


	Equal Opportunities: 

We do our utmost to ensure that there is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.


