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JOB DESCRIPTION
CHILDREN AND YOUNG PEOPLE’S SERVICES
AREA CO-ORDINATORS
Post:   
Area Co-ordinator (Northampton, Daventry)
Responsible to:  
Head of Children’s Services 
Hours:     

22.5 per week – including Saturdays in term time. Some flexibility required between school holidays and term time.
Salary: 
£12,285  per annum  (£10.50  per hour)
Job Purpose:   
To develop and manage an inclusive Saturday and holiday play scheme for children with disabilities and complex needs.
To manage and act as a senior member of the team, ensuring the                           smooth running of the service and providing high quality support and care to  Service users.

Duties:
1. To plan and provide a range of appropriate and stimulating activities.

2. To ensure that all health and safety requirements are met, providing a safe and friendly working environment for all.

3. To undertake and maintain written risk assessments for all aspects of the service including individual activities for each child.
4. To be responsible for establishing and maintaining a system of record keeping and administration.
5. To take bookings and co-ordinate Service User invoice information.
6. To take overall responsibility for accurately recording daily attendance.

7. To be responsible for safeguarding children and young people attending projects.
8. To be responsible for the recruitment and training of staff and volunteers.
9. To make sure all staff attend and maintain regular training in safeguarding procedures.
10. To undertake supervisions and appraisals of staff team, including the setting   of personal objectives for personal development.
11. To monitor and record all personnel file information for staff including sickness, annual leave and time off in lieu.

12. To initiate meetings with parents/carers and professionals to promote the service and identify the needs of families.
13. To hold consultation meetings with parents as required.
14. To produce publicity material for the scheme as required.
15. To be responsible with the Head of Children’s Services  for the overall project budget. 
16. Be responsible for medication systems, administration of medication, and the training of staff as appropriate in accordance with Oxfordshire Shared Cared Protocols.
17. Administer first aid as required. 

18. Supervise the preparation of appropriate food as required.
19. To be responsible for recording and managing any incident or accident in the 
appropriate way.
20. To provide reports for statutory and voluntary funders, ensuring quarterly outcome monitoring is in place and publicly reported.

21. To attend monthly supervision sessions with line manager.
Person Specification










Essential
Desirable

Two years experience of working with children with Learning 

Disabilities and complex needs with at least one year in a 
supervisory position
Yes
NVQ Level 3 in playwork or willingness to take equivalent
Yes






Knowledge and experience of safeguarding children 
Yes

Experience in recruiting and managing staff and volunteers
Yes

Experience in monitoring and evaluation
Yes
Experience of managing budgets
Yes

Knowledge of  current Health and Safety legislation and 

experience of putting it into practice
Yes

General First Aid and experience of administering 
medication
Yes

Ability to work under pressure
Yes
Excellent interpersonal skills
Yes

Good written skills

Yes

Knowledge of alternative communication systems


Yes

Ability and willingness to work flexibly across areas 
Yes
Ability and willingness to work occasionally out of hours
Yes
Car driver
Yes
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