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Job Description  
Job Title:     

Activity Co-Ordinator

Salary:

£24616 pro rata (+ Company Contribution to Pension at 5%)

Hours of Work:    
20 hours including evenings and weekends

Service Locations:  Across All CAN locations
Responsible to:   
Project Manager – Best Buddies 
As Activity Co-Ordinator you will have responsibility to make and develop friendships which require support and build connections to enable participation in community-based leisure activities. 
It will be your role to plan and match activities with individuals in line with their identified interests – such as shopping; bowling; going to the cinema; computers; arts and crafts etc. You will be assisted by volunteers and peer buddies.  You will be responsible for the monitoring of all one to one friendships and recording all interactions and engagements. 
Main Responsibilities: 
· To provide ongoing support and guidance to participants in the planning of their friendship activities; 
· To ensure participants receive appropriate assessment, training and encouragement to develop friendship skills to build and maintain friendships and social relationships;

· Ensure participants are assisted to take part and integrate fully into their local communities. 

· To develop productive working relationships with both the general public, local community organisations and businesses;

· Ensure a safe and clean environment is maintained at all times within the project through adherence to and in accordance with legislative requirement and company policy;

· Monitoring & evaluation of individual relationships, friendships maintained and other indicators or project milestones.

· To organise weekly social opportunities for participants; 

· Ensure confidentiality is maintained at all times. 
Specific Duties: 
Support:  

· Provide support to participants & supporting them in the design and production of their activities; 
· Organising weekly social opportunities and activities for all project participants;

· Organising monthly social events for small groups of individuals with more complex needs;

· Planning and managing the delivery of all group social activities;

· Supporting individuals to create, maintain and develop one to one friendships and matching them into buddy pairs as needed;

· To prepare and assist in the preparation and design of materials, guidelines and other documentation relevant to the project and the delivery of same to the participants  

Health and Safety: 

· To risk assess activities within organisational guidelines; 

· To be responsible for safe and tidy work practices within the office and externally; 

· Notify the Project Manager of any incidents or accidents and ensure appropriate records are kept. 
Administration: 
· General office duties including answering the telephone and dealing with enquiries relating to the project; 

· Responsibility for appropriate record keeping and reporting relating to the project; 

· Maintain administrative records with regards to the safe handling of petty cash; 

· Attendance at CAN staff meetings as necessary; 

· To take part in promotional events, press interviews, seminars and training days as appropriate; 
· Maintain project attendance and financial records; 

· To act as first point of contact for Best Buddies enquiries regarding information, correspondence or services; 
· To report to the Project Manager on individual/project progress through Evide Social Impact Tracker and RAG (Red, Amber & Green) reports.  
General duties: 

· To respect the confidentiality of all information received as a result of the post holder duties; 

· Any other reasonable duties at the discretion of the line manager.  
Personnel Specification

	Essential
	Desirable

	Qualifications & Experience: 

· NVQ Level III/minimum 2 ‘A’ levels at grades A-C or higher/equivalent WITH At least 2 years in the last 4 years’ experience of working with vulnerable people/families within a community based environment (or part time equivalent); 


	Qualifications & Experience: 

· A qualification in youth work, counselling or a relevant professional qualification in a health or social work-related field;  

· Recent experience of working with people with learning disabilities and their families;  

· Demonstrable project management experience; 

· Demonstrable budget management experience; 

· Experience in the management of challenging behaviour and/or complex needs.

· An interest in sports and leisure and/or experience of facilitating social and recreational activities   

	Knowledge:  

· Awareness of the legislative frameworks relating to Children & Vulnerable Adults; 
· Substantial insight into and experience of the barriers faced by people with learning disabilities in accessing social and leisure activities;  

· A working knowledge of relevant statutory/voluntary organisations and their roles in providing support and leisure opportunities to those living in the community
	Knowledge:  

· Experience of/and or understanding of advocacy services;  

· Ability to carry out risk assessments.

	Skills: 

· Excellent interpersonal skills (both written and verbal) with the ability to interact effectively with young people, colleagues and families and to build relationships with external organizations;  

· Good presentation and literacy skills, with the ability to convey information in plain English to a range of audiences;  

· Competent IT Skills (Word, Outlook, Excel, Publisher)  

· Able to prepare Support Plans for individual service users.
	Skills: 
· Ability to present reports both written and verbal clearly, accurately and to a standard appropriate for external presentation;

	Abilities: 

· Ability to bring out the best in people regardless of communication needs or physical barriers;  

· Ability to think creatively and inspire enthusiasm in others;  

· Good time management and organisational skills and an ability to prioritise workload in a crisis.  

· Ability to work independently as well as in a team in the delivery of a holistic service to project participants;  

· Ability to network and liaise with a range of voluntary and statutory agencies in an effective manner.  

· Willingness to develop skills and undertake such additional training as appropriate.   
	

	Attitudes: 

· To practice in a non-judgemental manner and respect the rights, responsibilities and opinions of others;  

· A commitment to the organisation’s vision and values and policy of informed choice;  

· To be aware of the importance of maintaining professional boundaries and confidentiality within the working environment.
	

	Other Requirements: 

· Due to nature of the work which involves contact with vulnerable adults the candidate will be vetted. 
· Hold a clean, valid driver’s licence and have access to a car (this can be waived in the case of an applicant who is able to organise suitable alternative arrangements which enable them to meet the duties of the post and fulfil the terms and conditions of their contract)

· Flexible and responsive to the needs of the project including willingness and ability to travel and to work unsocial hours, including weekends and evenings, with occasional overnight stays;  

· Able to fulfil the physical requirements of the post
	· 


Short listing will be carried out in respect of the Essential Criteria but in the case of a large number of applicants we reserve the right to enhance the short listing criteria to include the Desirable requirements.
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