CONNEX COMMUNITY SUPPORT
Coordinator – Care & Support Service Tameside
(Children & Young People)
	Job Description issued on:
	August 19th 2019

	Duration
	12 months contract, extension subject to funding.

	Probationary Period
	3 months

	Contracted Hours
	20 hours/week

	Based at
	Connex offices, Tameside

	Area Covered
	Tameside

	Reporting to
	Office Team Leader (Tameside)

	Responsible for
	Care & Support sessional staff


Purpose

To support the Care & Support CYP (Tameside) management team in ensuring that the service runs smoothly and efficiently. To co-ordinate a team of workers who provide support for disabled children and adults. 
Duties & Responsibilities

1. To receive requests for support from families and appropriate agencies.
2. To arrange appropriate support for families and individuals.
3. To organise rotas of care staff and ensure these are communicated in a timely fashion to families, individuals and staff.
4. To respond to short notice cancellations, rearranging staff cover as appropriate. 
5. To maintain an up to date register of available care staff and volunteers.
6. To maintain detailed confidential client and staff records. 

7. To work within the budgetary requirements of the service.

8. To work with colleagues to ensure the service meets the standard of CQC (Care Quality Commission).

9. To assist in the recruitment of staff and volunteers.

10. In conjunction with other colleagues provide out of hours phone cover for the service when required.
11. To respond appropriately to emergency situations.
12. To undertake any training deemed necessary for the post.
13. To assist with the organisation and delivery of training for staff.

14. To assist with the marketing of the service to referral agencies and directly to the public.
15. To assist with the organisation and facilitation of parent support groups.
16. To undertake any other duties as appropriate.
Person Specification: Coordinator – Care & Support Service (CYP)
1. Essential Qualities

1.1 Previous experience of working in a busy office.

1.2 Have a good working knowledge of the care industry and CQC requirements.

1.3 Good organisational skills.
1.4 A Team player with good interpersonal skills.

1.5 Good numeracy and IT skills.

1.6 Good written and oral communication skills.
1.7 Good recording and monitoring skills.

1.8 Self-motivated, able to work on own initiative.

1.9 Able to take responsibility, organise time efficiently and handle conflicting work pressures.

1.10 Must respect the confidentiality of client information.

1.11 Driving licence and use of a car

2. Desirable Qualities

2.1 Hold a minimum of QCF (NVQ) Level 3 in Health and Social Care 
3. Flexibility

3.1 Ability to work flexible hours as some occasional weekend and evening working will be required, providing emergency phone cover.
3.2 This is a small office and therefore we require all our staff to be flexible in what they are willing to do.

4. Essential Requirement
4.1 The post holder must be willing to obtain an up to date Enhanced DBS Certificate

