BARNET MENCAP

JOB DESCRIPTION

JOB TITLE:
Open Door Coordinator
SECTION:
Family Support

REPORTS TO:
Community Services Manager (Adults & Children)
LOCATION:
35 Hendon Lane, Finchley, London N3 1RT
…………………………………………………………………………………………..

CONTEXT AND PURPOSE OF JOB:

· To work in partnership with parents, carers and other professionals to provide a responsive, needs-led service for under fives with special needs and their families
· To develop additional play opportunities for under 5’s with special needs in the east of the borough
· To co-ordinate Open Door’s weekly term-time and holiday sessions, and also soft play sessions
MAJOR DUTIES AND RESPONSIBILITIES:
1.
To help parents of under 5’s with special needs access mainstream play provision for their children
2.
To promote a high standard of provision for parents and children at Open Door and through the Outreach service
3.
To ensure that toys and equipment are provided for each session and maintained as appropriate
4.
To supervise and support workers and volunteers at Open Door drop-in
5.
To liaise with other agencies involved with the families e.g. Social Services, Education, Health, PLA and other voluntary agencies
6.
To write reports about children as requested by other agencies e.g. Education, Benefits Agency
7.
To support parents towards the transition to a school placement for their child
8.
To plan and participate in the Holiday Play Days, together with the Community Services Manager (Adults & Children) 

9.
To prepare reports, stats and monitor the service for Barnet Mencap and its funders
10.
To be aware of Health and Safety issues
STAFF MANAGEMENT

· To line manage the Open Door Playworkers
· To oversee the use of volunteers at Open Door in term-time and holiday sessions
HEALTH AND SAFETY
· Ensure Health and Safety policies and procedures are maintained at all times
· Ensure risk assessments are in place and followed
FINANCIAL RESPONSIBILITY
· To write and present a quarterly report to Barnet Mencap to account for funds and to be responsible for day to day expenditure of Open Door
SAFEGUARDING

· To understand safeguarding issues surrounding children and vulnerable adults and to follow the safeguarding policies
EQUAL OPPORTUNITIES
· Actively promote equal opportunities policies and anti-discriminatory practices at all times
PROMOTION OF SERVICE
It is expected that the post holder will perform the role in a way which furthers the values of the organisation with reference to Customer Care, Equal Access and Opportunity and Quality of Service provided.

FLEXIBILITY
In order to deliver services effectively, a degree of flexibility is needed and the postholder may be required to perform work not specifically referred to above.  Such duties, however, will fall within the scope of the post at the appropriate grade.

GENERAL

The duties and responsibilities of this post may change over a period of time.  Only significant additional duties or responsibilities as required will render the post liable for re-evaluation.
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