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Job Description
Post: 


Mentor Support Worker  
Salary: 

£29,281 PA (pro rata) plus 5% pension contribution 
12 hours per week
Location:
Must live in West of Glasgow/Ayrshire. 

Working from home with occasional in person meetings.
Responsible to: 
Employment Programme Lead
Main Purpose of Post:
The Mentor Support Worker will play a key role in the success of Down’s Syndrome Scotland’s ‘Ready Willing and Able’ new Inclusive Employment Programme by providing direct support to two employed mentors with Down’s syndrome. This position is dedicated to empowering the mentors, offering guidance, encouragement, and practical assistance to ensure they thrive in their roles and are equipped to support programme participants effectively. The role requires someone with experience of supporting individuals with Down’s Syndrome and/or learning disabilities, the ideal candidate will have a strong background in mentoring/coaching adults, familiarity within the employability sector would be beneficial. A proactive approach to problem-solving and mentorship is key
Main Responsibilities of Post:
Mentor Guidance and Support

1. Work closely with the mentors to help them understand and fulfil their responsibilities within the programme.

2. Provide ongoing encouragement, motivation, and feedback, helping the mentors to build confidence and independence in their roles.

3. Assist the mentors in addressing any challenges or obstacles they face, both personal and work-related, and provide positive reinforcement.

Role Development and Goal Setting

4. Help the mentors to set achievable goals within their mentorship roles, monitoring progress and celebrating milestones.

5. Work with each mentor to develop skills necessary for their role, such as communication, time management, and task organisation.

6. Encourage self-reflection and goal adjustment to support continuous personal and professional growth.

Daily Support and Task Assistance

7. Provide hands-on assistance as needed to support the mentors in their daily activities including helping them prepare for sessions with mentees.

8. Support mentors in managing any administrative tasks related to their roles, such as updating notes or following up on action points.

9. Support mentors with being organised, scheduled sessions, meetings, and any preparation needed.

Coordination and Communication

10. Act as a liaison between the mentors, mentees, and the Inclusive Employment Programme Lead, ensuring effective communication across the team.

11. Coordinate with the Programme Coordinator to manage schedules, meeting arrangements, and other logistical aspects of the mentors’ responsibilities.

12. Keep records of the mentors' progress and challenges, sharing updates with the Programme Lead as necessary.

Problem-Solving and Resilience Building
13. Assist mentors in navigating any emotional or social challenges that arise, offering guidance to build resilience and problem-solving skills.

14. Provide support in conflict resolution or difficult conversations, helping mentors learn strategies for effective communication and empathy.

15. Recognise signs of stress or discomfort, offering appropriate support or adjustments to ensure a positive and supportive environment.

General Tasks
16. Contribute to team meetings and feedback sessions, offering insights and suggestions based on direct experience with the mentors.

17. Participate in training sessions or workshops as required to enhance your own skills in supporting individuals with Down’s syndrome and other learning disabilities.

18. Support Mentors to attend programme-related events, meetings, and conferences to support programme activities and represent the organisation as required. 
19. Maintain and complete agreed administration and reporting systems and contribute to the development of such.
20. Ensure the recording and reporting of statistical information, monitoring and evaluation procedures are all adhered to.
21. Ensure that as an individual, you adhere to Health and Safety requirements, policies and procedures, identifying and reporting concerns where these arise.
22. Take an active professional role in your own supervision, annual appraisal and agreed training.
23. Undertake other duties as from time to time determined to ensure efficient operation of the organisation. 
24. Work with DSS wider staff team attending meetings and training.  

Routine Communications:
Internal: All staff and volunteers within Down’s Syndrome Scotland, members of the Board of Trustees, local Branches and members of the charity.
External: Parents and other family members, prospective employment partners, other charities, local authorities, schools and colleges, health and social care professionals and relevant Scottish Government officials..

Please note: This job description does not represent an exhaustive list of responsibilities and tasks, but indicates the main responsibilities required from an employee in the role.  We reserve the right to require employees to perform other duties from time to time.  In addition, we reserve the right to vary or amend the duties and responsibilities of the post holder at any time, according to the needs of the organisation.
Demands of the post:

The requirement to work evening and weekends as necessary to ensure appropriate operational service delivery, fulfilment of duties and to participate in Down’s Syndrome Scotland events e.g., conferences, for which time off in lieu will be authorised.
Mentor Support Worker – Person Specification

Essential Skills & Qualifications:
· Experience: Prior experience working as a mentor/coach, with an understanding of Down’s syndrome, and learning disabilities including autism, ADHD etc

· Patience and Empathy: Strong interpersonal skills, with the ability to work sensitively and supportively with individuals who may require extra encouragement.

· Communication: Clear, positive communicator who can adapt communication style to effectively support individuals with Down’s syndrome and other learning disabilities.

· Organisational Skills: Able to keep track of schedules, tasks, and progress to support the mentors effectively.

· Problem-Solving: Proactive and supportive in helping individuals navigate challenges, building resilience and independence.

· Flexibility: Adaptable and willing to adjust approach based on the mentors' individual needs and progress.
Desirable Skills & Qualifications:
· Direct Experience with Down’s Syndrome: Prior experience working with individuals with Down’s syndrome would be highly beneficial.

· Adult social care: experience in working with adults with learning disabilities in the adult social care system would be beneficial.

· Knowledge of Supported Employment: Familiarity with supported employment models or inclusive workplace practices.
· Experience of using Makaton or similar signed communication support system.
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