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JOB SPECIFICATION
Job Title:  
      
ACTIVITY COORDINATOR

JOB DESCRIPTION
Purpose and summary of job:
The role is about supporting the Unit/Registered Manager to maintain a stable, happy and caring environment that puts the health, safety and welfare of our residents first.  To provide appropriate physical and emotional support to young people in residence as part of a team of care staff within a residential environment.  
The emphasis is upon effectively structuring and planning activities for the residents, ensuring a fun and constructive leisure time. This role is critical in ensuring that national minimum care standards are exceeded.  It also provides the opportunity to develop and improve practice.      
Important qualities of this role include an understanding of what ‘good care’ looks like, being an excellent role model, conducting yourself in a professional manner and being able to plan residents time to best meet their needs and pro-actively support their challenging behaviour.  It is important that you adhere to all policies and procedures

Main Duties and Responsibilities 
N.B. Key Performance Indicators are shown in bold and must, as a minimum, be met in full to enable salary progression
Organisation of Daily Programme
1. To ensure that the social education programme for each resident is set up to meet individual needs ensuring that residents have a variety of activities planned and adequately resourced, thereby supporting the development of their independence, leisure skills and challenging behaviours. 
2. To plan and liaise with the Unit/Registered Manager and Assistant Managers to ensure that there is a schedule of things to do, including timetables, and sufficient resources ready prior to the shift to enable a wide range of activities to take place in support of a social education programme. To complete all necessary paperwork including, 52 week planner, risk assessments and evaluations etc.
3. To plan and liaise with the Unit/Registered Manager and Assistant Manager in the organization of staff to ensure that residents are appropriately supported, enabling them to partake in their timetables. To lead, coach and support staff to ensure that the sessions meet expectations.
4. To Plan and liaise in conjunction with the Therapy department the implementation of appropriate programmes for the residents to ensure their individual needs are met.

General
5. To attend work reliably and punctually and to follow a flexible work pattern as agreed with the Registered Manager, which may on occasions include working evenings, weekends and Bank Holidays plus be prepared to work overtime if the need arises to maintain the quality standard.  
6. To attend all training as required and be prepared to achieve qualifications appropriate to the role at any particular time as specified by the Group. 
7. Do everything possible to protect our residents from any form of abuse from staff, visitors or each other and ensure staff follow the Group policy/procedure. 
8. To promote equality, acknowledging individual differences and uphold the rights and responsibilities of our residents and staff and to challenge any discriminatory practice.  
9. To be actively involved in the effective planning, preparation, supervision and review of all routines and social and recreational activities, on and off site for residents. 
10. To build and maintain a professional positive manner with the residents and staff at the establishment and any other company personnel you come into contact with.  
11. When involved in direct care work, your input meets the standard required by legislation and as set out in policies and procedures.  
12. To take primary responsibility for a specific area of service development or a specific project.  
13. To assist in ensuring correct procedures are followed by all staff to support the residents in their domestic and personal situations, enabling them to do as much for themselves as they possibly can.
14. To monitor and maintain the resident’s environment ensuring that it is homely, has the correct resources, and that the inventory is kept current.  
15. Alongside other staff identify the social and emotional needs of the residents and ensure that staff act in a way that promotes positive self-esteem and helps the residents to deal appropriately with their feelings.  This includes proactively supporting residents when they are in distress.  
16. Alongside other staff support the resident’s emotional well-being by helping to maintain their interests and enabling them to keep in contact with family and those who are important to them.  
17. To have knowledge of and oversee the residents, using the knowledge to contribute to assessments and care planning.  This will include auditing records, provision of information to other staff, liaising with residents’ families, representing residents’ preferences and wishes, where appropriate, and contributing to case reviews.    
18. To use the knowledge of the residents’ needs to promote learning whilst taking part in activities or the waking day curriculum. This knowledge will also be used to support residents during preparation and undergoing transition.  
19. To be fully aware of resident’s behaviour and performance, to record observations accurately and use this information to inform team practice, formal assessments, care plans and case reviews.  
20. To develop and maintain your knowledge at a national level, keeping abreast of new developments in this field of work and reflecting on your own values, priorities and effectiveness. 
21. To take reasonable care for the health and safety of yourself and of others.  This means having an understanding of hazards in the workplace, comply with safety rules and procedures and ensure that anything you do/or don’t do puts yourself or others at risk.  This includes contributing to a safe and secure environment for our residents.  
This role has responsibility for auditing Health & Safety.  

22. To drive the minibus if qualified to do so.  
23. To undertake any other additional duties, which are reasonably commensurate with the role, as required.
PERSON SPECIFICATION
For new appointments, a selection panel will assess each of the points below against what you have written on the application form – so, as a job applicant, you should explain, by using examples from previous jobs, voluntary work or whilst you were in education, how you match these points.  

To do this job effectively a person will need:- 
Knowledge

1. Knowledge of suitable activities and pastimes to promote independence and social skills, for adults with autism and associated difficulties.
2. Knowledge of learning disabilities and/or special needs including recent developments. 
3. Knowledge of recognised positive approach to working with challenging behaviours associated with learning difficulties. 
4. Knowledge of good practice in planning, resourcing and carrying out a structured timetable. 
5. Awareness of what equal opportunities and discrimination are and how it can be prevented.
Skills
1. Ability to follow a work pattern and attend work punctually and reliably, including evenings and weekends as required. 
2. Ability to identify own training needs and participate in training and development to enable you to carry out your job to the required standard and maintain continuous personal development. 
3. Ability to go wherever our residents go, manage stairs, use appropriate physical interventions and participate in physical exercise and activities as necessary. 
4. Ability to communicate clearly to others and relate to staff in a way that will enable, motivate and support them through mentoring, coaching and training, together with the ability to assess staff performance and give constructive feedback.   
5. Ability to contribute to assessment of and care planning for the residents.  
6. Ability to promote a positive approach to managing challenging behaviour and to challenge bad practice.  
7. Ability to read and understand written work of a professional nature and to write clear and accurate reports and plans to required deadlines.  
8. Ability to form professional relationships with our residents.  
9. Ability to develop a specific area of the service as required. 

Qualifications
At The Time Of Appointment:
10. NVQ Level 3 in Health & Social Care or equivalent qualification in child/adult care/support.  
Experience
11. Proven experience of working as part of a team – encouraging, motivating and supporting other staff.   
12. Proven experience of working effectively with people with learning disabilities and/or special needs.   
13. Experience of planning and organising activities appropriate to individuals’ needs and abilities. 

NB    Applicants must meet any age requirements set by the relevant regulatory body
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