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Dementia Support Services



Job Description 





Town Break SCIO provides services to support people with early to moderate dementia and their carers, using the skills of trained, supportive, committed volunteers.  We liaise with statutory, voluntary and other complimentary services, to support people with dementia to remain within their own home and community within the Stirling and Falkirk Council areas.

Job Title:  Dementia Services Co-ordinator (two posts)
Reports to: Dementia Services Manager
Salary: £21,324 (pro rata) 
Base:  Home based initially but will have regular travel throughout the Stirling and Falkirk Council areas and some office-based work at 1 Springkerse Road, Stirling FK7 7SN.  
Hours of work:   We are recruiting two posts: Post A – 25 hours per week supporting our Stirling groups and Post B – 21 hours per week supporting new groups in the Falkirk area.
Duration: Post A is a permanent post and Post B is offered initially as a one year fixed term contract with extension subject to additional funding being received.
Probation period:  Three months.
Overview of the post

The Dementia Services Co-ordinator is responsible for the introduction of new friendship groups and other services in the Stirling and Falkirk areas.  The postholder will visit referred people and introduce them to appropriate service provision suitable for their needs.  The postholder is responsible for the recruitment and training of volunteers for Town Break primarily across the Stirling and Falkirk areas but will also work with other Service Co-ordinators to recruit and train volunteers across the services portfolio.  The postholder will manage a small team of volunteers in these services.  The post holder is also expected to liaise with relevant external voluntary and statutory bodies as required to ensure on going delivery of services.  The post holder must also help to ensure effective communication across the team to support the day to day workings of the charity.
Key accountabilities and responsibilities:
· To work alongside the current team of Service Co-ordinators and the Dementia Services Manager in the recruitment, selection, training and day to day management of Town Break’s service volunteers.
· Support the planning, co-ordination and delivery of a developing programme of recruitment for Town Break’s friendship groups and coffee clubs which provide person-centred support for individuals alongside their carer.
· To work in conjunction with the Dementia Services Manager to ensure that group participants, unpaid carers and volunteers’ individual needs are met.
· Work directly with Town Break’s service users to assist them to achieve their potential and learn new skills by encouraging and motivating them to access Friendship Groups and Cognitive Stimulation Therapy (CST) programmes and other services as appropriate.
· To create an information pathway to support carers and keep them up-to-date with information regarding their relative’s progress within services.
· To provide holiday and sickness cover for colleagues as required.
· To support the Dementia Services Manager to manage Disclosure Scotland applications as required and as needed across the wider organisation.
· To work in conjunction with the Dementia Services Manager to assess clients for suitability to receive Town Break services.
· In conjunction with the Dementia Services Manager to carry out risk assessments in various locations throughout the Stirling and Falkirk Council areas where groups are held.
· To support the Dementia Services Manager to manage all activities and expenditure in line with budget requirements.
· To support the Dementia Services Manager to undertake research, evaluation and project support and produce reports and presentations to support funding requirements in support of the Chief Officer and Board of Trustees.
· To work with the Dementia Services Manager to support the provision of draft budgets for service activities.
· To work with the Dementia Services Manager to ensure that accurate records are kept for all services, and that proper reporting procedures are in place for funders.
· In conjunction with the Dementia Services Manager to support the Finance and Administrative Officer in ensuring accurate information is available on networked drives, internal databases and website.

· To work as a member of the overall staff team and inform the Dementia Services Manager of any concerns in relation to the wellbeing of the service users that arise.
· To assist the Dementia Services Manager in the collection of data in relation to the evaluation and development of the group work undertaken.

· Identify and attend meetings and training courses which will benefit both Town Break and its service users.

· With prior agreement, work flexible hours to meet the needs of the service.
· To participate in training and development appropriate to the role of Service Co-ordinator, including supervision, appraisals and meetings.
· To contribute to the continual development and improvement of the services provided by Town Break.
· To be a point of contact for the charity, providing high quality information by a range of communication methods.
· Any other duties requested by the Dementia Services Manager to meet the needs of the charity.
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