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MOTIV8

JOB DESCRIPTION

JOB TITLE:
Coordinator 

RESPONSIBLE TO:

Manager
RESPONSIBLE FOR:
Support and Senior Workers, Sessional Staff and 




Volunteers

PURPOSE OF JOB:
Provide day to day Coordination of a Community Based Team and coordinate service provision which engages, motivates, challenges and supports young people
SERVICE DELIVERY

SPECIFIC DUTIES

1. To Line Manage a staff team including Support Workers, Sessional Workers, Students and Volunteers. (Coach, advise, support and performance manage)

2. To provide day to day Coordination of local services to young people, Delivery Venue, IT and other equipment allocated to the team

3. To attend local partnership meetings as Motiv8’s representative.

4. To convene and organise administration, including Chair where appropriate, local delivery steering groups eg YIP Neighbourhood Steering Group.

5. To contribute towards Action Plans to locally implement the Motiv8 Business Plan.
6. To lead and support the planning, delivery and development of group based activities

7. To work with young people referred to Motiv8; to engage and support with their personal development including providing evidence of progression.

8. To work cooperatively and in partnership with other agencies to develop a multi-disciplinary appracoh to the delivery of services to disaffected young people.

9. To build effective networking relationships with partner agencies such as Probation, Youth Offending Team (YOT), education services, including schools and LEA services, to support appropriate referrals of young people to MOTIV8.

10. To undertake one to one support and intervention with young people as required.

11. To develop personal plans and undertake reviews with young people engaged on the project.

12. To be responsible for ensuring client information is provided for funders, partner agencies and Motiv8 and to produce reports as and when required.
13. To meet safeguarding requirements and be able to identify and report child abuse and neglect.

14. To be able to conduct an assessment to identify child and family strengths and needs

15. To have clear responsibility and be competent to be part of a Team Around the Child including working to an agreed multi-agency plan for a child and family.

16. To be able to act as lead professional

GENERAL DUTIES

17. To work within the policies and procedures of MOTIV8.

18. To contribute to the general administration of the office.

19. To take responsibility for the health and safety of yourself and others.

20. To undertake any other duties as reasonably required in line with the individuals capabilities 

21. Undertake flexible working with occasional work outside contracted/core hours.

22. To comply with equal opportunities policy of MOTIV8 with reference to clients and staff.

23. To promote equal opportunities within MOTIV8.

24. To maintain confidentiality at all times with MOTIV8 Policies and Procedures.

25. To attend meetings and training as required.

26. To maintain monitoring and recording systems and to supply managers with relevant information.

27. To ensure the positive reflection and promotion of MOTIV8 to outside agencies.

28. To entertain professional standards and promote MOTIV8 services and relationships with external organisations and individuals.

29. To work towards building and developing MOTIV8’s services.

30. To be responsible for personal and professional development.

31. To actively pursue routes available for the development and improvement of MOTIV8’s standards and services.

MOTIV8

PERSON SPECIFICATION

JOB TITLE:
Coordinator

RESPONSIBLE TO:

Manager

	
	Essential/

Desirable

	Experience
	

	Experience of leading and managing a staff team
	E

	Experience of project management (including budgets)
	E

	Experience of leading and working with challenging young people at risk of offending and school exclusion
	E

	Experience of partnership building and building positive relationships with agencies
	E

	Knowledge of agencies within the Children and Young People’s Sector including Community Safety, Community Wardens, Youth Offending Team, Police ,Social Services, Youth Service and Schools at a local level.
	E


	Knowledge
	

	Issues affecting young people and knowledge of what works in preventing youth offending
	E

	Current legislation and policies relating to Childrens services, with specific reference to safeguarding, inter-agency working, youth crime prevention and education
	E

	Understanding of equality issues in relation to young people
	E

	Knowledge of relevant services for this client group in the area
	D

	Project Cycle Management
	E

	Community Development and Community Cohesion
	D

	Knowledge of young people risk factors
	E


	Qualifications
	

	NVQ Level 3 in Youth work or other relevant field
	E

	NVQ Level 4 in Management
	D

	To hold or complete initial Motiv8 competency within first 12 months (see Annex)
	E

	To hold or complete full competency requirements within 24 months (see Annex)
	E

	Skills and Abilities 
	


	Excellent Interpersonal Skills
	E

	Excellent Communication Skills (verbal and written)
	E

	Excellent Team Working Skills
	E

	Excellent Problem Solving Skills
	E

	Project Management Skills: Planning, Briefing, Organisation, Coordination, Control, Review and Evaluation
	E

	Flexible Working
	E


