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JOB DESCRIPTION
Job Title:


Activity Coordinator 
Responsible to:

Opportunities Manager  
Hours:
35 Hours based on a 52-week year to work 5 days per week 
Location


At any of the Opportunities Premises 
General Description 
To work under the day-to-day guidance and supervision of an Opportunities Manager to act in a support role, including arranging and leading on activities, creating resources, updating learner information, etc.

Main Duties and Responsibilities

· To work directly with learners in providing high-quality and varied activities and events

· To act as a positive role model for the learners and be ambitious for them

· To promote a positive atmosphere to enhance the learners’ experiences and life 

· To maintain confidentiality and ensure that safeguarding learners is paramount and promote a positive safeguarding culture at all times

· To assist the learners with their personal intimate care including the changing of incontinence aids, washing and dressing

· To communicate with the learners in their preferred method of communication an adult to adult approach 

· To teach and encourage learners to be as independent as possible in all areas of their life. 
· To participate in the implementation of the personal care plans and assist in maintaining the wellbeing, dignity, quality of life and environments of the learners

· To ensure risk assessments are carried out and completed for all activities, outings and events

· To ensure that learners are empowered at every reasonable opportunity to make decisions and take control over their lives. 

· To create an enabling environment so that learners can develop real community connections, friendships, hobbies, and interests. 

· To be creative in involving the learners in planning which ensures they remain at the centre of decision making when arranging activities and events. 

· To liaise with external professionals 

· To work to provide a flexible service which is responsive to individual needs. 

· To regularly review learners needs, the programme of activities and levels of participation, in conjunction with Management. 
· To assist the team to ensure continuous quality improvement of the service
· To attend staff meetings and when required chair these meetings requested by the Opportunities Manager
· To act as a positive role model for staff, act as a link person to ensure good communication between all areas of the opportunities programme and Manger and supervise staff 
· To carry out any other duties compatible with the post 
PERSON SPECIFICATION
Job Title: Activity Coordinator  

Responsible to: Opportunities Manager 
	
	Essential 
	Desirable 

	Experience
	
	

	Working with people with profound and multiple learning difficulties
	X
	

	Working in a care environment


	X
	

	Working with people with physical disabilities
	X
	

	Provision of personal intimate care
	
	X

	Experience of working in a multi-disciplinary team
	X
	

	Qualifications and Training
	
	

	An understanding of the importance of safeguarding 
	X


	

	An appropriate/relevant NVQ at level 3 

	X
	

	Qualification in Makaton / experienced in the use of Makaton
	
	X

	Trained to administer Medication


	
	X

	First Aid Certificate or willingness to obtain one


	
	X

	Personal Qualities
	
	

	A strong commitment to the needs of the people we support
	X
	

	A team player in a multi-disciplinary team
	X

	

	Flexible and adaptable
	X
	

	Proactive and resilient
	X
	

	Patient


	X
	

	Physically fit


	X
	

	Competent in the use of ICT
	
	X

	Driver with UK Driving Licence or compatible International Driving licence
	X
	

	A commitment to Equality and Diversity
	X
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