	



JOB DESCRIPTION

CHILDREN AND YOUNG PEOPLE’S SERVICES


DEPUTY CO-ORDINATORS



Post:  	Deputy Co-ordinator (Northampton, Daventry)

Responsible to:  	Area Co-ordinator

Hours:     		10 hours per week annualised to include Saturdays in term time and 3 days per week in school holidays  

Salary:     	£4,680 per annum   (£9.00 per hour)



Job Purpose   	
To deputise for the Area Co-ordinator, ensuring the smooth running of the service and providing high quality support and care to Service users.


Duties

1. To deputise for the Area Co-ordinator in the running of the scheme as required.

2. To assist in the planning and provision a range of appropriate and stimulating activities.

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

4. To undertake and maintain written risk assessments for all aspects of the service including individual activities for each child.

5. To maintain a system of record keeping and administration.

6. In the absence of the Area Co-ordinator to take bookings and co-ordinate Service User invoice information.

7. To maintain daily attendance records.

8. In the absence of the Area Co-ordinator to be responsible for safeguarding children and young people attending projects.

9. To assist as required in the recruitment and training of staff and volunteers.

10. To attend training as required.

11. To liaise with parents/carers and professionals as required.

12. In the absence of the Area Co-ordinator, be responsible for medication systems, administration of medication, and the training of staff as appropriate in accordance with Oxfordshire Shared Cared Protocols.

13. Administer first aid as required. 

14. Supervise the preparation of appropriate food as required.

15. Record and manage any incident or accident in the appropriate way.

16. To assist with reports for statutory and voluntary funders.

17. To attend monthly supervision sessions with line manager.




Person Specification
									Essential	Desirable

Experience of working with children with Learning 
Disabilities and complex needs	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
						
Guideposts Trust
Charity No 272619

image1.png
GUIDEPOSTS




