174 Trust 
Job Description

Job Title



Deputy Disability Co-ordinator 

Responsible to   

Disability Co-ordinator 
Location



Duncairn Complex, Duncairn Avenue, Belfast BT14 6BP

Hours

26 hours per week including 4.30 – 7.30pm on Mondays, Tuesdays & Wednesdays 

Salary

Based on an hourly rate of £12.70
Job Purpose

The post holder will assist the Co-ordinator in the development and day-to-day delivery of the disability programme, ensuring excellent engagement with participants, carers and funders.
Key Responsibilities

· To support the planning and delivery of the disability programme, which delivers an excellent service for participants, carers and funders 

· To provide support, guidance and supervision to our staff team and volunteers 

· To communicate with staff and carers on a regular basis, in person and digitally

· To take charge of running clubs in the coordinator’s absence 

· To work directly with participants in our clubs, modelling best practice to staff and volunteers, and enabling participants to develop personally, socially and educationally. This will include providing personal care to those who need it. 
· Support the Coordinator in the implementation of organisational policies, including our Health and Safety and Safeguarding of Children and Vulnerable Adults. 
· Under the direction of the line manager take delegated responsibilities for elements of delivery of project activities and provide administration for the whole programme.
Essential Criteria 

· Evidence of the right to work in the UK 
· Excellent interpersonal skills 
· Significant experience of working with people with disabilities 
· Good planning and organisational skills 
· Physically able to assist in getting the young people on and off the bus, pushing wheelchairs, and in using the disability ramp.
· Good IT skills 
· A level of responsibility and commitment to assisting the Project Coordinator in planning activities.
· Commitment to the ethos of the 174 Trust and willingness to work at our weekly clubs on Mondays, Tuesdays and Wednesday from 4.30pm -7.30pm
Desirable Criteria 

· Experience of supervising staff or volunteers 

· A clean driving licence and willingness to learn how to drive a minibus
THIS JOB DESCRIPTION IS NOT MEANT TO BE DEFINITIVE AND IS OPEN TO MODIFICATION TO MEET CHANGING NEEDS
This job description is an accurate reflection of the job as we currently see it. All prospective changes will be discussed with the post holder as part of the organisation’s performance management arrangements. 

This position gives the post holder access to children, young people & vulnerable adults, and will therefore be required to disclose details of any criminal convictions, including spent, bound-over orders and cautions in accordance with the Access NI Vetting and Baring Scheme and our organisation’s Children Protection Policy and Procedure.  An Access NI check will be carried out, and in applying for this position, you are in agreement for the organisation to carry out this necessary check.

