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	JOB SUMMARY FORM



	Job Title:


	SESSION CO-ORDINATOR

	Department:


	Skills & Enterprise Centre

	Post Responsible To:

/ Line Manager


	Skills & Enterprise Centre Assistant Manager 

	Responsible For:


	Ensuring the needs of the Clients are met and carried out to the highest standards.



	Job Purpose: 
To assist in the personal, rehabilitative and social care of Clients as directed.



	Principal Accountabilities (Responsibilities):
1. Run activities based from the S&EC

2. Co-ordinate Meath service users, outreach clients, external clients and 1-1 clients, with activities based from the Meath units, the S&EC and off-site
3. Support Clients with all aspects of care including: Personal care, eating and mobility when required

4. Record daily notes, do review reports, actively be involved with Risk assessments and action plans

5. Work in conjunction with Meath home policies and procedures

6. Follow emergency policies and procedures including: Medication, Fire, Epilepsy and actively support during these times

7. Help maintain a safe environment for residents, staff and visitors, through awareness and compliance of health and safety policies by attending all mandatory training provided.

Duties will be working 5 days out of 7 which will include some weekend and evening work.

The duties and responsibilities outlined above do not represent a full list of the tasks the post holder will be expected to perform. Other tasks maybe required for the proper performance of the job and any other related tasks.
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	Internal and External Relationships:
Daily contact with residents and staff at the Meath.
Liaison with external clients and parents. 


	Planning and Organising:

The post holder will need to be able to respond to the needs of the Meath as required.




	Qualifications, Knowledge and Experience:

Essential 

· A full UK driving License

· Must be able to demonstrate the ability to work both as a team member and on own initiative.
· Must be prepared to attend training sessions deemed necessary by management.

· Must demonstrate a loyalty, flexibility and commitment to the Meath.

· Must be able to carry out any other necessary duties as agreed with your supervisor.

Desirable

· Be aware of CQC requirements in the event of an Inspection.


	Skills, Abilities and Competencies:

Essential

· Ability to take responsibility.

· Ability to work independently as well as part of a team.
· Flexibility, reliability and punctuality, you may be required to work evenings or weekends.
· Willingness to attend and participate in relevant training to ensure that high operational and safety standards are maintained at all times.
· To be conversant with and implement Meath Charity policies and procedures with particular reference to fire, emergencies, missing persons, accidents, storage and administration of medication and health and safety at work.

· To be able to refer staff to the relevant policy e.g. in the event of a query, or during induction training.

· Be aware of the requirement for a high degree of confidentiality with regard to service users and staff.  



	Additional Information:

Wear a name badge and at all times and present a professional image.



Signatures:

Job Holder: ………………………………….……………………..
Date: ……………………………

Line Manager: …………………………………...........................
Date: …………………………… 

