JOB DESCRIPTION: FULL TIME CO-ORDINATOR

HOME-START WESTMINSTER

Maternity cover post
Home-Start Westminster is committed to equal opportunities
Home-Start is the UK’s leading family support organisation committed to promoting the welfare of families with at least one child under 5. Volunteers offer regular support, friendship and practical help to families to help prevent family crisis and breakdown.

Job title:

Co-ordinator

Hours:

36 per week; there may occasionally be some weekend or evening work.
Purposes of the job:

The Home-Start Co-ordinator is employed by the Board of Trustees and shares responsibility for:

· the effective operational management of the scheme in accordance with the Home-Start Policy and Practice Guide

· ensuring the implementation of the Home-Start Standards and Methods of Practice in accordance with the Home-Start Policy and Practice Guide and the Home-Start Agreement
· carrying out the policies of the Board of Trustees 
· working with the Board of Trustees, other staff and Volunteers to maintain high standards of practice and family support within the ethos of Home-Start

· Taking a role in fundraising to ensure the continuation and development of Home-Start Westminster.

· developing and maintaining close liaison with local and national statutory and voluntary  organisations in order to work together for the benefit of local parents and children

· Playing a role in the development of high standards of child care and service delivery.

Responsible to:

On a day to day basis, the Co-ordinator is responsible to and receives regular support and supervision from the Scheme Manager. The Co-ordinator is ultimately responsible to the Board of Trustees. Regular review meetings will take place between the Co-ordinator and the Scheme Manager.

Responsible for:

The Co-ordinator is responsible for supervising volunteers within the scheme

Duties:

These include the following:

· recruiting, selecting, preparing, training, matching and supporting volunteers

· promoting the Home-Start scheme, encouraging and receiving referrals, assessing need and matching families with an appropriate volunteer

· liaising with referrers as appropriate

· organising, and assisting colleagues with organising and running occasional events and outings during school holidays”

· ensuring Child Protection policies are followed and that the service works within appropriate legislative and policy frameworks

· participating fully as a member of the staff team

· adhering to effective administrative systems and suggesting improvements as necessary

· reporting to and co-operating with the Board of Trustees to ensure the strategic management and development of the scheme

· promoting the scheme and the Home-Start ethos

· working in partnership with other agencies, both statutory and voluntary

· Monitoring and evaluating the service provided by Home-Start Westminster, providing relevant information to funders and identifying gaps in the service provision.

· Developing a good knowledge of local communities, conditions and needs in order to deliver a high-quality, responsive service for parents and children.
Post

This is a maternity cover post and is offered on an initial contract of six months and may be extended to up to one year. 

Salary:

NJC 27 £ £26,257 (including Inner London Weighting) pro rata
Expenses will be paid at Local Authority agreed rates

All staff work as members of a team and will be expected to support each other in all aspects of the work

This is an exciting and varied post, which requires energy, commitment, empathy, awareness, a sense of humour, imagination and creativity. The person appointed will receive support and supervision from the whole Home-Start Team, particularly the Scheme Manager, and the Board of Trustees.
