Yoker Resource Centre

Job Description
Title:



Project Co-ordinator Time Well Spent Services
Hours:


35hrs (Monday – Friday)
Remuneration:

£28,000 Per Anum
Contract


Fixed Term till September 2029 

(Then subject to funding application renewal)

Accountability:
Responsible to the Yoker Resource Centre Management Committee, as well as other partnership agencies and stakeholders holding a significant interest in the overall operation of the service and its performance.

As the project develops the precise job description may be varied by negotiation.  This will partly depend on the capabilities of the person appointed and partly on the workload of other members of staff. A willingness to contribute to a wide range of tasks is therefore essential.

Main purpose:


To be familiar with, work within and support the published policies and procedures of the Yoker Resource Centre

As Co-ordinator for our Time Well Spent project, you will play a pivotal role in reducing isolation for the over 65s within the local community and promoting life skills that enable individuals to live independently in their homes for as long as possible. 

Main duties and responsibilities:

Please note, irrespective of the post held, and at all times you are responsible for the health and safety of yourself, colleagues, service-users and visitors. Also, you are expected to adhere to the organisation’s commitment to quality and continuous quality improvement and will be expected to contribute to this in a positive way.

Key Responsibilities:

· Daily Activities:
· Plan, organize, and facilitate engaging activities that focus on reducing social isolation and promoting independence.

· Design activities that enhance life skills, supporting service users to improve their health and quality of life while maintaining their independence at home.

· Referral Management:
· Source and respond to referrals with a focus on identifying individuals at risk of isolation and reducing independence.

· Conduct thorough assessments to ensure the project’s suitability to new service users, addressing their specific circumstances and barriers to independent living.
· Care Planning:

· Create, update and maintain comprehensive care plans for each service user, emphasizing strategies to enhance independence and reduce reliance on full-time care  Do so while taking into account and without duplication of existing or proposed statutory or agency support.
· Regularly review and adjust care plans to ensure they align with the aims of achieving the service users assessed ability and aspirations to improve their quality of life as outlined and agreed in their assessed care plan.  This should be agreed in phases that take into account the service users health, circumstance and ability to reach set and achievable goals at each planned stage.
· Stakeholder Liaison:
· Build and maintain strong relationships with medical professionals, referral agencies, third-sector support groups and families to support the physical, emotional, and social well-being of service users and their families.

· Work collaboratively with stakeholders to provide comprehensive support that minimizes the need for hospital admissions and full-time care.

· Community Engagement:
· Develop and strengthen connections with national and local organisations to expand opportunities for service users to stay active, engaged, and independent.

· Actively promote the project’s mission of reducing isolation and supporting independence within the community.
Volunteer Management:
· Source, recruit, and induct volunteers with a focus on those passionate about supporting the elderly and disabled and promoting their independence.

· Access tailored training and support to volunteers, helping them contribute effectively to reducing isolation and promoting life skills in their own lives and the service users.

· Supervise and mentor volunteers to ensure they are equipped to make a meaningful impact on the lives of service users and achieve their development goals.

Environment and Inclusion:

Ensure the project is a safe, welcoming, inclusive, and supportive environment where elderly individuals, staff and volunteers feel valued and empowered.

Promote best practices in equality, diversity, and inclusion to create a space where all service users, staff and volunteers can thrive.

Qualifications and Experience:

· Experience in a leadership role within a social support, community, or elderly care setting.

· Proven ability to manage and support staff and volunteers effectively.

· Strong organisational and communication skills.

· Experience with care planning and managing referrals with a focus on promoting improved health, wellbeing and independence.

· Ability to build and maintain relationships with diverse stakeholders.

· A commitment to continuous learning and improvement.
· Understanding of the specific challenges and needs of the elderly population in Glasgow.

Desirable Attributes:
· Relevant qualifications in social care, community work, elderly care, activities coordination or a related field.

· Familiarity with local community resources and support services for the elderly.

· Previous experience working to reduce isolation and promote life skills in elderly populations.

· An understanding of the challenges facing the Third Sector

Signed…………………….. 

Date…………………..Yoker Resource Centre (Committee Secretary)

Signed………………………. 
   Date …………………..Project Co-ordinator 
