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HEALTH ¢ INDEPENDENCE < LEARNING



         

_______________________________________________________________
JOB DESCRIPTION

TITLE OF JOB:   

Deputy Centre Coordinator

SERVICE/PROJECT: 
Brunswick Older People’s Project 






St John’s Centre and Café, & Community Based Services

REFERENCE NO: 

DCC

CLOSING DATE FOR APPLICATIONS: 5pm Monday, 28th September 2009
INTERVIEW DATE: Wednesday, 7th October 2009
HOURS PER WEEK:   37

TEMPORARY/PERMANENT: Maternity cover up to 1 year 

BAND 3 NJC POINTS 22 - 27 SALARY     £19,429 - £22,731 pro rata  per annum, paid monthly by Automated Credit Transfer on 25th of each month. (Pay award pending from 1st April)

HOLIDAY ENTITLEMENT: 27 days pro rata per annum, plus 3 extra days at Christmas and the usual statutory holidays. 

ACCOUNTABLE TO: Centre Coordinator 
LINE MANAGED BY: Centre Coordinator

RESPONSIBLE FOR: The day to day running and development of the services including the provision of services and activities, supervision of staff and volunteers, and covering the services in the absence of the Coordinator.

This post is exempt from the Rehabilitation of Offenders Act (1974) and the successful applicant will be subject to a Criminal Records Disclosure.
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BACKGROUND & AIMS OF PROJECT

Impact Older People’s Services Brighton and Hove (inc Brunswick Older People’s Project) consists of a range of services provided at St. John's Centre and locally.  

St. John's Centre, Hove, provides a range of services and activities for up to 40 older people each day. Transport is provided for some members, with other members using the Centre on a drop-in basis.

The Centre has a cafe for the use of members and other local older people and is closely linked with the Community Based Services. The Centre also provides internet access specifically for people over the age of 60.

Community Based services operate from the St Johns centre and provide a range of social and educational activities, including tutor based groups and a Befriending service.

During the evenings and weekends, the Centre is used by local community groups for a range of activities.

MAIN TASKS 

· To work as a senior member of the team of staff and volunteers providing a professional, supportive, safe and stimulating environment at the centre, with supervision of some staff and volunteers.

· To work alongside the Coordinator to provide all necessary financial and general administration at the centre.

· To deputise for the Coordinator and cover the services in his/her absence as appropriate (e.g. annual leave, sickness and TOIL cover)

· To observe, report and liase with appropriate people regarding any concerns about members

· To liase with other agencies, carers and families of members maintaining good relations and communications and promoting the services positively

· To respond to the health and welfare needs of the centre members and café customers including assisting those who have difficulty in walking where necessary

· To act as a key worker to a named group of members taking particular interest in their health and welfare recording appropriate information plus the monitoring and review of their needs and services and ensuring other staff are aware of their circumstances through tools such as “care plans” and other administrative systems

· To assist in centre and home assessments, including risk assessment and person centred planning in order to ensure appropriate support is provided to service user’s when attending the Centre.

· To be friendly and supportive to all centre members showing an interest in their well-being

· To lead and participate in group and individual activities both inside and outside of the centre which stimulate members and help prevent their decline into further physical frailty (e.g. minibus trips, crafts, games, music, gentle exercise, etc.)

· To ensure organisation of monthly activity plans 

· To attend staff meetings to support and share information with other staff

· To escort and assist members to and from the centre on the minibus and on outings from the Centre when required

· To support members’ group and individual participation both in and out of the centre 

· To help collect and record daily payments from Members (e.g. transport fees and lunch orders)

· To assist in the provision of food and drink at the centre assisting members as necessary

· To be flexible with regard to working hours and roles whenever possible to ensure staffing ratios are maintained in cases of sickness, annual leave or on special occasions (e.g. outings or parties)

· To help maintain the general safety and tidiness of the Centre

· To respect and keep confidentiality with regard to service users

· To attend training courses and events in consultation with the Centre Coordinator.

· To attend regular supervision sessions and meetings as required by your Manager.

· To be aware of the needs of other workers, paid or unpaid, and contribute positively to a supportive working environment

· Any other duties within the scope of this post necessary to the services, as may be reasonably requested by management

· To comply with and implement the Impact Equal Opportunities Policy and any specific policies and procedures designed to promote and monitor equal opportunities.

· To comply with and implement the Impact Health and Safety Policy and any specific policies and procedures relating to the specific activities on which you are employed.  Generally to take reasonable care for the health and safety of all those affected by this work.

Supplementary Information

This post is subject to change in line with the requirements of the organisation.  Impact operates a no smoking policy.  This post is subject to a 6-month probationary period.  All posts within Impact have the opportunity of an annual review / evaluation.
PERSON SPECIFICATION

Course and Volunteer Adviser 

	
	Essential
	Desirable
	How Tested

	Experience


	Experience of working with older people

Experience of and ability to follow and use paper and computer based administration systems

Experience of and ability to supervise and motivate staff and volunteers

Experience of setting up and facilitating activity groups
	Experience of assisting in a kitchen environment including the preparation of meals 


	Application Form

Interview

References

	Knowledge & Skills 
	Understanding of the needs of older people

Ability to lead and work as part of a team

Ability to use own initiative, problem solve & assess priorities

Ability to prioritise and manage a busy and varied workload

Ability to provide support to older people
Have the ability to motivate and encourage participation of older people.

Have an ability to encourage and promote service user participation


	Driver willing to drive a minibus – training will be given

Craft, music exercise or other skills of particular benefit to older people in a centre setting
	Application Form 

Interview

References

	Other


	Promote the work of the centre in the community.

Commitment to equal opportunities
	Ability to occasionally work flexible hours
Willingness to undertake training e.g., First Aid, Manual handling.       
	Application Form

Interview

References


