ROLE PROFILE 
                                     L’Arche Belfast                                            


	Role Profile:                    Day Opportunities Co-ordinator


	Reporting to:
	Business Manager - L’Arche Belfast


	Background:
	This is a new role where you will be responsible for the day to day co ordination to lead and develop our daytime opportunities in an expanding organisation. 
This is an opportunity to join our leadership team during exciting times of  growth.

You will support senior management and members of the public with their enquiries.

The role will also provide support to the Business Manager and Project Developer with an array of duties, delivering effective administration processes, whilst at all times, working accurately and courteously to achieve high levels of quality of care and service for our core members which is at the heart of our organisation.


	Responsible for:
	· Placement of participants on the project based on their needs
· Working with other members of staff and project participants to ensure that training attains the desired outcomes 

· Ensuring that all participants have a positive experience and have an opportunity to be part of the wider L’Arche community.

· Monitoring and evaluating project outcomes 

· Assisting in the completion of grant and funding applications for L’Arche

	Main Job Purpose:

	· Meets our strategic objectives to increase our provision of “day services”, which meet the needs of young people who have completed school and require training and supported employment opportunities. 


	Key Performance Measures:

	· Quality of training delivered and achievement of agreed outcomes;

· Meaningful involvement of participants in the planning and development of training programmes;
· Projecting a professional and reputable image for L’Arche Belfast at all times and acting as an ambassador for the organisation at all times;
· Feedback from participants and their families/representatives.


	Job Description 

	Providing opportunities
· Assess potential participants and ensure a high-quality induction is in place.
· Support participants to apply for projects.

· Engage with Services Users and complete the initial assessment, discussing their needs and aspirations.
· Based on the initial assessment match participants to projects that will best meet their ability, needs and aspirations. 
· Engage with the participants throughout the programme and keep up to date their ongoing support plans.
· Engage with participants and Staff to ensure that all their needs are met effectively and efficiently. 

· Encourage participants to engage in the projects. 

· Work alongside project staff and support workers to ensure the service users’ needs are being meet.
· Conduct regular monitoring and evaluation of project outcomes, and manage feedback from participants, families and carers.
· Ensure the team develops, pilots and evaluates new activities to enable L’Arche to provide a more person-centred programme of activities to more individuals.

· Identify gaps or opportunities for future development, where necessary working with external partners to improve and enhance provisions.

Recruiting for programmes
· Secure programme trainees and process applications; [If the training programme is oversubscribed, refer to a panel (CEO and Business Manager) who will determine which applicants to accept and prepare any necessary additional requirements] 
· Sourcing of potential work placements for participants 

· Assist in implementing social media to increase the project’s public profile and advertise our services;
Policies

· Ensure that policies relating to safeguarding vulnerable adults are fully implemented. 
· Together with the Business Manager ensure that all involved with the program are working within the terms and conditions set out by funders. 
· Ensure the service follows good practice and is fully compliant with all the relevant standards.
Report and Funding applications
· Assisting the Business Manager/Project Developer to compile information and produce reports accordingly.
· Together with the Business Manager/Project Developer ensure that the objectives outlined in  application to funders are achieved. 

· Attend L’Arche Belfast Leadership and Management meetings as required.
Client and Customer Focus
· Represent the organisation externally and provide presentations and talks as required.
· Assist the team leaders in maintaining care and support standards for people who use our services.

· Maintain good communication with families and carers of the people who attend our activities. 

· Support the team to develop opportunities for L’Arche members with a disability to engage with the wider community through office skills, cookery, art, gardening, drama or music.
This job description is intended to provide an outline of the key tasks and responsibilities only. There may be other duties required of the post holder commensurate with the position. The responsibilities may be amended, after discussion with the post holder, to take into account the development of both the post and the organisation. All members of staff should be prepared to take on additional duties or relinquish existing duties in order to maintain the effective running of the organisation.



PERSONNEL SPECIFICATION
	QUALIFICATIONS:
	Essential or Desirable
E/D

	Third level qualification in care or equivalent 
	E

	Experience and Skills:

	

	A minimum of 2 year’s experience of working with adults with a learning disability

	E

	Working knowledge of policies related to protecting vulnerable adults
	E

	A minimum of 1 year’s experience of project management 
	E

	Previous experience implementing monitoring and evaluation systems
	E

	Experience with design and/or delivery of training programmes
	D

	Competencies:

	

	Strong leadership and people skills

	E

	Ability to work independently and as part of a team
	E

	Ability to motivate and engage others
	E

	The ability to take a participative approach
	E

	Excellent communication skills and the ability to communicate well with diverse groups
	E

	Sound planning and organising skills

	E


	sility to apply effective time management;ent to others consistently meets the required standards;rom homelessness and coordinaE
	

	Ability to present a consistently professional image through attitude, behaviour and personal appearance


	E

	Ability to apply effective time management to meet deadlines
	E


KEY:
E = Essential criteria/competency for the post

D = desirable criteria/competency for the post

Vetting
The successful applicant will be asked to declare all pending prosecutions, convictions, cautions and 

bind-over orders and their name will be submitted to Access NI for a check to be carried out 

TOIL

There is no entitlement to overtime payment to reflect the requirements of the post. However, you are entitled to receive time off in lieu for hours worked in excess of your normal working week. 

Equal Opportunities Policy

L’Arche are an equal opportunity employer. The aim of its policy is to ensure that no job applicant or employee receives less favourable treatment on the grounds of nationality, race, ethnic origin, gender, marital status, age, sexual orientation, disability, religious belief or political opinion, nor should they be disadvantaged by conditions or requirements which are neither justified nor relevant to the job. 

Hours: 19 hours (Occasional evening work may be required)
Contract Type: Fixed Term contract for 2 years 

Salary: £12,844 per annum (Based on 19 hours per week)
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