Home-Start Deveron Limited, 10, Carmelite Street, Banff, Aberdeenshire, AB45 1AF
Registered Company No: SC280867   Registered Charity No: SC026191


Job Description – Co-ordinator  

 

Job Title: Home-Start Deveron Co-ordinator 

Employer: Home-Start Deveron Board of Trustees

 

Location: Home-Start Deveron, 10, Carmelite Street, BANFF AB45 1AF
 

Hours of work: 35 hours/week

 

Responsible to: The designated line manager drawn from the Board of
       Trustees

 

Responsible for: Paid Administrative Staff and Volunteers
 

Purposes of the job 
· To ensure the effective day to day management of the scheme in accordance with the Home-Start governing documents Standards and Methods of Practice, the Home-Start Agreement and the Quality Assurance Standards.

· To maintain high standards of practice in supporting families within the ethos of Home-Start.

· To ensure inclusion and diversity in all aspects of the scheme’s work.

Main Responsibilities

Managing the scheme
· Reporting to and supporting the Board of Trustees to ensure the strategic management, development and future funding of the scheme

· Ensuring all Home-Start policies and procedures are implemented and reviewed

· Ensuring effective administration and financial systems are in place

· Supervising the administrative work.

Support for families
· Receiving referrals and assessing needs of families

· Introducing families to appropriate support

· Ensuring support to families is reviewed at regular intervals and at the end of Home-Start support

· Undertaking designated responsibilities to safeguard and promote children’s welfare.

Managing Volunteers
· Recruiting, selecting and training volunteers

· Matching and introducing volunteers to families

· Providing support, supervision and on-going training opportunities for volunteers.

Working in Partnership
· Liaising with referrers

· Networking appropriately within the community

Working in the Wider Context
· Promoting the scheme its profile, ethos and practice

· Contributing to the development of Home-Start locally, regionally and nationally.

The post holder may be required to undertake any other duties that fall within the nature of the role and responsibilities of the post as detailed above.
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