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FAMILY COORDINATOR 
JOB DESCRIPTION 

 
 

Title of Post:  Family Coordinator  
 
Reports to:  Project Coordinator 

 
Accountable to:  Colin Sure Start Management Committee 
 
Salary:  £26,500 pa – Equivalent to Trust Band 6 
 
Location:   Colin Sure Start offices, Stewartstown Road, Belfast 
 
Hours:    37.5 hrs per week 
 
SUMMARY OF ROLE 
 
Sure Start is a government health programme that provides a range of support services for 
parents and children under the age of four, who live in disadvantaged areas across 
Northern Ireland. It aims to support parents from pregnancy and to give children the best 
start in life. Colin Sure Start covers the wards of Colin Glen, Derriaghy, Kilwee, Poleglass 
and Twinbrook in outer West Belfast. 
 
The role of the Family Coordinator: 
 

 To develop quality Family, Fathers, ESL & Grandparent services to support the delivery 
of the Sure Start programme within the Colin Sure Start area.  
 

 To build capacity, promote and enhance family support practice and experiences for 
families and parents. 
 

 To identify and work in partnership with the voluntary and community groups within the 
catchment area of the Colin Sure Start project to develop and promote best practice in 
family support. 

 
KEY RESPONSIBILITIES 
 
1. Lead, develop and strategically manage the Family Team, Fathers, ESL and 

Grandparents services at Colin Sure Start, supporting the aims and objectives of the 
Sure Start programme.  
 

2. Manage and allocate referrals and information received according to Sure Start 
protocols and assess the appropriate level of provision i.e. Sure Start services or 
signposting to more targeted or specialist services and implement individual 
programmes of care according to need. 

 
3. To coordinate the delivery of Family, Fathers, ESL & Grandparents groups, activities 

and events and to monitor and evaluate all such activities to ensure they meet 
identified need while offering a holistic approach to the Project’s work with the family. 
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4. To be responsible for the provision of a varied programme of facilitated parent support 
groups and family support programmes as well as home based support and services.   

 
5. To ensure a child-centred and welcoming environment at all Colin Sure Start’s 

programmes and activities. 
 
6. To establish supportive relationships with parents enabling them to develop their 

children’s potential and to develop and deliver programmes that promote and actively 
encourage parent-child interaction. 

 
7. To enhance the role of parents/carers in children’s development; recognising, 

supporting and encouraging them as children’s first educators. 
 
8. To provide an inclusive service and to support the engagement of all parents including 

those in challenging circumstances or who are harder to reach. 
 

Line Management Responsibilities 
 
1. To manage and support the Family Team, Fathers Worker and ESL/Grandparent 

Worker, ensuring delegation of tasks, performance management, absence 
management, regular supervision and annual appraisals are undertaken. 

 
2. To participate in staff recruitment and selection, staff induction, mandatory training, 

staff development, team meetings, supervision and appraisals as required for self and 
others. 

 
3. Ensure full team are aware of, and act in accordance with all relevant regulations, 

policies, procedures, guidelines, protocols and codes of conduct. 
 
4. To arrange or provide appropriate training to staff to ensure the safe and effective 

delivery of all aspects of programme and service delivery. 
 
5. Identify and address any Family Team staffing issues and liaise with the Project 

Coordinator. 
 
Operational Responsibilities 
 
1. To act as a member of the Leadership team within Colin Sure Start, participating in 

and contributing to regular Operations Team Meetings. 
 
2. To work collaboratively and develop positive working relationships with community 

providers and partners, liaising with parents/carers, professionals and other 
community projects in relation to the needs of children and families. 

 
3. To develop and strengthen Family, Fathers, ESL and Grandparent networks in the 

area. 
 
4. To contribute to the development of Colin Sure Start policies and procedures to ensure 

compliance with all relevant legislation, ensuring regular reviews are completed. 
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5. To regularly monitor and evaluate programmes, compile reports and provide 
recommendations for development to the Project Coordinator and Management 
Committee. 

 
6. To contribute to the strategic planning for the delivery of the Family services and  

create reports and other publicity materials including online and through social media 
platforms.. 

 
7. To manage and oversee any budgets and complete procurement requisitions, as 

required, allocated to the Family Team, in collaboration with the Project Coordinator 
and Finance Manager.   

 
8. To Coordinator the planning, preparation and facilitation of Colin Sure Start events in 

collaboration with the wider Colin Sure Start team. 
 
General Responsibilities 
 
1. Actively promote the work of Colin Sure Start through regular liaison and good 

communication with community, voluntary and statutory agencies. 
 

2. Maintain an up to date knowledge of relevant legislation, new policies and good 
practice. 
 

3. Ensure confidentiality of information relating to children and their families is maintained 
at all times; by using accurate recording systems, adhering to all GDPR, data 
protection, records management and confidentiality policies and procedures of the 
organisation. 
 

4. Comply with all Colin Sure Start policies, procedures, guidelines, protocols and codes 
of conduct. 
 

5. Ensure effective and economic use of resources and request/arrange maintenance for 
any equipment the role has responsibility for. 

 
6. Participate in supervision, appraisal and appropriate training where required. 

 
7. Be willing to work flexibly to suit the needs of the community. 

 
8. To undertake any other relevant duties as considered appropriate by the Project 

Manager or Management Committee. 
 

 
The duties and responsibilities outlined in this Job Description are not meant to 
be definitive nor restrictive and may be modified to meet changing needs.  It 
should be noted therefore that duties, designation and location of the post might 
be subject to change in the future to meet the changing requirements of the 
service. 

 
 


