JOB DESCRIPTION

JOB TITLE





REPORTS TO

Vocational Coach (Shop & Cafe)
Day Opportunities Manager
1. JOB PURPOSE
To ensure that the operation and services provided by day opportunities at Warford and within day opportunities community provisions are:-

· Safe

· Effective

· Caring

· Responsive

· Well led

Day Opportunities is divided into a number of provisions based at Warford providing both vocational based activities and work based activities opportunities, that are person centred. The Post holder maybe required to work across these provisions, developing, planning and delivering sessions for service users with differing levels of need including Autism, epilepsy, physical and learning disabilities. In addition you would be required to provide leadership to a team of support workers and delivery of, care planning, record keeping and management of staff teams in each area.

2.
PRINCIPLE ACCOUNTABILITIES

2.1
To encourage and support individual service users to participate in a range of leisure and / or employment/vocational based activities across the different Day Opportunities provisions, whilst encompassing a person centred approach.
2.2       To order stock, stock rotation for your area of responsibility.
2.3
To develop, plan and deliver work based and vocational activities for groups and individuals we support facilitating ongoing learning, skills development and increased independence working closely with the wider team.

2.4       
The Vocational Coach at times maybe required to work such hours and support in different areas of the service .as are reasonably necessary for the proper performance of duties and responsibilities, including preparation for sessions.

2.5      
To perform other relevant and appropriate duties within the general framework of the post as determined by the Day Opportunities Manager
.

2.6
To work as an effective member of Day Opportunities requires flexibility, resilience,   commitment, can do attitude and regular review and evaluation of your own practice and development

2.7
To promote and support awareness of equal opportunities and to ensure that bullying, harassment and intimidation are not tolerated.

2.8
In accordance with David Lewis policies, be familiar with and regularly refresh knowledge of the aspects and Indicators of Abuse in relation to the protection and safeguarding of children/young people and vulnerable adults and to report all concerns, suspicions, allegations and incidents to the Lead Person without delay.
2.9       
To ensure that all health and safety responsibilities are discharged to protect the health and safety of self, employees and comply with best practice and legal requirements.

2.10     
To complete all required session plans/ schemes of work, iCare and supporting documentation and to contribute fully to all other aspects of Day Opportunities quality assurance measures. Ensuring that all documentation is accurate, legible, and relevant and reviewed on a regular basis

2.11   
To undertake mandatory training, in medicines management, driving, and behavioural support and any other training required for the role. To undertake staff training and development as required by the Day Opportunities Manager

2.12     
To maintain accurate registers in a timely and accurate manner.
2.13     
To prepare and present reports for reviews and support the people we support in reviews when required.

2.14    
To be proactive in planning and organising events or functions which promote the day service provisions and enrich the individual’s experience.
2.15    
To provide opportunities and encourage the individuals /group independence, autonomy to enable service user voice. This can be achieved through service user meetings, reviews, questionnaires and proactive support.

2.16    
To promote total communication and behaviour support strategies across all activities

2.17  
To maintain a professional approach when liaising closely with families, key professionals and to uphold a holistic and consistent approach to the service user support.
2.18     
To communicate effectively with residential staff and members of the individuals multi- disciplinary teams regarding service user needs.

2.19     
To actively engage with DL supervision and appraisal, in line with DL policy and procedures to continually develop within your role and promote best practice within the service.

2.20     
To ensure your area of responsibility is clean and tidy and conforms to relevant legislation and DL policies and procedures.
2.21     
To lead on the development of Risk assessments and work programme for a designated group and individuals and to work closely with the wider teams to ensure all records are maintained and updated.

2.22     
To attend staff meetings for the development of the team. 

2.23     
To act as a role model and lead by example

2.24    
To help develop plan and lead on a range of work based, employment, vocational and mixed leisure based activities for a range of individuals with differing levels of need attending Day Opportunities.

2.25    
To assist with any other Ad Hoc duties required as and when the business may require them.
3.
PERFORMANCE MEASURES

Ensure that services and activities are judged to be:-

· Safe 

· Caring

· Responsive

· Effective

· Well Led

· Excellent , meaningful and enriching experiences for the individuals we support through the delivery of quality activities and support

· Positive feedback form service users and other stakeholders.

· Excellent attendance and retention of individuals accessing the service.
· Managerial feedback through supervision, appraisal and observation.

· Evidence of delivering effective sessions across the day opportunities provisions.

· Good knowledge of relevant systems for assessing and recording the individual’s development.

· Good demonstration of innovative timetable design

· Outcomes from managerial audits.

4.
KEY COMPETENCIES

· Good organisational, planning and time management skills 

· Consistently delivers good activities and sessions

· Application of subject skills to develop and deliver an enriching timetable

· Excellent communicator

· Working in a multi-disciplinary team 

· Able to work independently and as part of a team 

· Commitment to a total Communications Approach 
· Competent with DL IT software

· Positive attitude

· Caring

· Patient
· Empathy

· To treat individuals with dignity and respect.

· Adaptability

· Initiative
· To lead by example and be a role model to service user and the staff team.
· Professionalism

· Flexible and ability to problem solve
5.
KNOWLEDGE, SKILLS AND EXPERIENCE

· Relevant retail qualification or experience
· Experience leading a team, supervising staff and providing guidance and mentoring.

· Experience working with and organising group and individual activities for adults who have/may have complex needs.

· Use and knowledge of IT.
· Understanding of the needs of adults with learning disabilities, physical disabilities and/or behavioural disorders.    

Disclosure and Barring Service (DBS) Checks: This post, due to its nature, duties and responsibilities, will be subject to a check by the DBS.  The level of check which will apply shall be an “Enhanced” level check.  Information about this disclosure can be found at www.gov.uk.   

To prevent abuse and implement good practice David Lewis ensures that recruitment practices are robust and rigorous and that all staff employed have up to date and acceptable references, a full and complete employment history, an Enhanced DBS check and a check of the DBS barred lists.  
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