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Job Description:
Regional Coordinator – North Lanarkshire (Maternity Cover)

Post:			Regional Coordinator – North Lanarkshire
Hours:			24.5 hours per week 
[bookmark: _Hlk138061343][bookmark: _Hlk132008675]Salary:			OPFS Scale Point 22 - 24 £34403 - £37680  
			(pro rata £24082.10 - £26376)
Location:			Base is North Lanarkshire 
Reports to:			Director of Support for Families and National Programmes
Qualification Required: 	HNC or SVQ3 in Relevant Field 

The postholder will be expected to operate in line with our values which are: 
Justice, Equity, Trust, Collaboration and Compassion.
	
Overview 

All roles at OPFS contribute to our mission of working with and for single parent families, providing support that enables them to achieve their potential and help create lasting solutions to poverty and the barriers facing single parents and their children. 

The Regional Coordinator role will contribute to the organisation’s vision of a Scotland in which single parents and their children are valued and treated equally and fairly by coordinating components which contribute to the North Lanarkshire service. The role holder will, working alongside colleagues in OPFS Management Teams, be responsible for strategic direction and delivery of services tailored for single parent families in North Lanarkshire. 

Competencies

The post holder is expected to be:

Able to support single parent families
Understand single parents’ needs and be aware of the impact poverty has on single parent families. 
Have the skills and knowledge to support colleagues to identify support mechanisms, strategies, and techniques they can develop to enable them to support single parent families. 
Be aware of national and local policies in relation to poverty and child poverty. 
Champion single parents at a strategic and national level. 




Unbiased 
Ensure that practices are impartial, fair and provide equal potential outcomes for every individual. Ensuring that people feel a sense of belonging and cultural awareness. 
Challenge prejudices and confront bias.
Identify training needs.
Actively seek prejudice and bias and identify solutions. 

Flexible and able to manage time. 
Be available when required and be willing to change things if they are not working.
Be available for colleagues and support them to time manage and be available to change plans if required.
Evaluate and assess colleagues’ situations and support them to work within times collaboratively agreed. 
Work with colleagues to ensure time available suits the needs of the service and is manageable for colleagues. 
Identify challenges with time management and support colleagues to address any issues.
Continually assess the needs of the service and identify strengths and challenges and take steps to ensure the smooth running of the service.

An analytical thinker 
Continually identify, test and evaluate workload. 
Work in collaboration with Coordinator and colleagues to develop innovative ideas and find solutions to resolve any issues.
Listen to others and strategically identify positive paths for the service and work collaboratively to develop plans. 
Collect, evaluate, and identify service developments through case studies produced by colleagues. 
Organise and collate robust information from a variety of sources and share knowledge and information across the wider organisation.

Able to manage budgets
Takes responsibility for the monitoring and controlling of expenditure.
Maintain regular contact with relevant finance staff, recognising when to seek advice.

A team player
Work collaboratively, identify and develop connections with OPFS colleagues, stakeholders, and single parents.
Attend external meetings and build connections with relevant agencies.
Be involved and support OPFS campaigns. 
Identify relevant agencies and services and build useful connections.

Intuitive  
Have and share innovative ideas which will help OPFS grow and develop and support colleagues to share innovation across OPFS services.
Actively seek colleagues’ thoughts and views on how OPFS can grow and develop. 
Support colleagues to develop routes for parent participation. 
Take control of personal and professional development, actively managing own Personal Learning Plan as well as supporting the development of others when needed.

Communicative and engaging
 Be able to understand others, evaluate situations and work collaboratively with everyone you encounter through the course of your work.
Have the skills to communicate and deliver clear guidance and support colleagues to enhance and develop positive communication skills.
Identify colleagues’ strengths and challenges and take positive action to build their skills and knowledge. 
Communicate clear  and creative ideas that meet the needs of a range of audiences, achieving objectives and outcomes.
Produce concise, clear, well-structured reports using OPFS guidance.

Supporting and enabling 
Work collaboratively with OPFS services, share knowledge and skills and learn from others. 
Be a competent user of Microsoft Office Suite such as Word, Excel, Outlook etc.
Offer Support and Supervision carry out Five Conversations Appraisals. 
Identify strengths, challenges and training requirements and take steps to enable colleagues to address challenges and build on strengths.


Personal Specifications
 
Essential Experience  

· Relevant HNC or SVQ 3 level qualification or equivalent experience in a related field.
· Experience of staff supervision and monitoring of family support services.
· Experience of partnership and multi-agency working.
· Experience of supporting the development of new services.  
· Understanding of the roles of key statutory and voluntary agencies supporting families. 
· Ability to present to a range of audiences using a variety of communication styles. 
· Ability to demonstrate excellent written and verbal communication skills.  
· Competent use of standard IT packages.
· Knowledge of issues affecting single parents in Scotland. 
· Knowledge and understanding of current legislation around families and children.
· Commitment to professional development.  
· Ability to plan, record and evaluate through reports. 
· Flexible to meet the needs of the service. 
· Clean driving license and access to a vehicle. 

The job description is a broad picture of the post at the time of preparation. It is not an exhaustive list of all possible duties. It is recognised that jobs change and evolve over time.


Terms and conditions of appointment

· Confirmation of Appointment: This is fixed term until 31st July 2024. Confirmation of appointment is subject to 2 references, one from the most recent employer being received, Enhanced Disclosure Scotland Check and satisfactory completion of a 3-month probationary period, ending when a probationary review has been completed.
· Salary: OPFS Scale Point 22 - 24 £34403 - £37680  (pro rata £24082.10 - £26376)
· Hours of work: Hours of work will be 24.5 hours per week and will be flexible to meet the needs of the service and may include evening and weekend work.
· Holidays: Annual leave entitlement is 25 days and 12 Public holidays, 259 hours, pro rata for part time. An additional 5 days, 35 hours, pro rata for part time, is added after 5 years’ service. 
· Pension: You will be auto enrolled in our pension scheme with a 3% contribution from you and 7% from OPFS. 
· Training and support and supervision: You will receive induction training and frequent support in the first three months. Thereafter you will receive monthly individual support and supervision from the Project Manager. Regular team meetings will be held, and staff will have access to internal and external training. 
· Equal Opportunities and Family Friendly Employment: OPFS aims to be an equal opportunity and family friendly employer. OPFS has IIP silver status.
· Recruitment Timetable: The closing date for applications is 12 noon on Wednesday 25th October 2023. Please send completed applications to jobs@opfs.org.uk.
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INVESTORS IN PECPLE

We invest in people Silver
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