
Job Description

Community Outreach Coordinator

	Service:
	Community Outreach 

	Responsible to:
	Service Manager 

	Salary range:
	£32,609

	Normal hours of work:
	35 hours per week

	Holiday entitlement:
	28 working days (plus bank holidays and wellbeing day)

	Principal place of work:
	Working across Salford & Trafford with some home-based working, with occasional travel to other areas where appropriate.

	Contract length:
	Permenant



	Job summary – main purpose of the post:

	To coordinate the effective delivery and ongoing development of Beyond Empower's Community Outreach service, supporting disabled people to access inclusive, community-based activities that reflect their interests, strengths and aspirations.

The postholder will oversee the day-to-day delivery of the service, including managing and coordinating staff, supporting individuals, maintaining relationships with social care professionals and community organisations, and ensuring support is delivered safely, consistently and to a high standard.

Working alongside the Service Manager, the postholder will contribute to the continued improvement and growth of Community Outreach, identifying opportunities to strengthen community inclusion, improve outcomes for disabled people and support the sustainability of the service.



	Main duties:

	1. Supporting individuals / organisations

	· Develop and maintain good communication with people, and those supporting them, accessing the service, to ensure that their strengths, goals and preferences as individuals are met.

	· Connect people to relevant opportunities and services within their community to achieve their health, well-being and social related goals.
· Support local groups, services and organisations to better meet the needs of disabled people in their communities to enable integration and inclusion of disabled people in mainstream provision.
· Coordinate person-centred support planning and regular reviews, ensuring support continues to reflect individuals' goals, preferences and changing needs.
· Maintain effective communication with individuals, families, carers and relevant professionals regarding their support arrangements.
· Identify and respond appropriately to changes in individuals' circumstances, support requirements or potential risks.

	2. Working relationships

	· Develop positive working relationships to generate referrals from key people and services, including: social services, parent and carer groups, health care and individuals themselves. 

	· Develop and maintain effective working relationships with key relevant community-based services and activity providers.
· Develop and maintain effective approaches to gathering feedback from individuals accessing the service, their families, carers and relevant stakeholders, ensuring their experiences inform ongoing service improvement.

	3. Building knowledge

	· Develop and maintain up-to-date knowledge of what activities, opportunities and services are available in the local and wider community and assist with recording this both locally and centrally.

	· Identify local gaps in provision and record this via reports to be fed back to commissioners and providers.

	4. Promotion

	· Raise awareness of the service through meetings, training, presentations, events and social media; particularly with disabled people, social care professionals, education, parent carers forums.

	5. Monitoring and evaluation

	· Monitor and record key information regarding each individual’s participation, including physical health, well-being and social outcomes scores.

	· Support and assist with the monitoring and evaluation of the service, including producing relevant monitoring reports as well as collecting information from case studies, focus groups and interviews to understand the impact of the service of people and the wider community.
· Ensure accurate and timely recording of individual support arrangements, activities, outcomes and reviews.
· Monitor service delivery and performance against agreed objectives, identifying areas requiring attention or improvement.
· Coordinate the collection of feedback, case studies and other evidence demonstrating the impact of Community Outreach.
· Support the Service Manager with service monitoring, reporting and continuous improvement.

	6. Team working and development

	· Provide day-to-day line management, supervision and support to designated Community Outreach staff.
· Coordinate staff workloads, schedules and delivery arrangements to ensure individuals receive consistent and reliable support.
· Support staff development, wellbeing and performance, identifying training needs and opportunities for improvement.
· Support recruitment, induction and the development of new staff where required.
· Promote effective communication, teamwork and accountability across the service.

	7. Coordination and assurance
· Coordinate the effective day-to-day delivery of Community Outreach, ensuring support is organised, reliable and responsive to individuals' needs.
· Oversee staff schedules, activity arrangements and support requirements to ensure appropriate staffing and continuity of service.
· Ensure individual support plans, risk assessments and relevant records are maintained and reviewed appropriately.
· Promote safe working practices and ensure safeguarding concerns, incidents and other risks are identified, recorded and escalated in line with organisational procedures.
· Respond appropriately to changes, challenges or concerns affecting service delivery, working with the Service Manager to identify and implement solutions.
· Support the effective use of service resources and contribute to the efficient and sustainable delivery of Community Outreach.
· Work with the Service Manager to maintain and improve the quality, consistency and effectiveness of the service.

	General work-related expectations – for all staff.

	1. Work in line with the organisation’s mission and values.

	2. Contribute to organisational planning and development.

	3. Work in accordance with all policies and procedures of the organisation.

	4. Work in accordance with all relevant legislation.

	5. Contribute to the organisation’s marketing and publicity.

	6. Undergo regular supervision and an annual appraisal.

	7. Identify and do learning and development, as appropriate.

	8. Undertake any other duties appropriate to the post, as required.
9. Undertake line management responsibilities for designated staff, in line with organisational policies.
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Person Specification

Community Outreach Coordinator

	Requirements
	Essential/ Desirable
	Method of Assessment

	1. Skills and competencies
	
	

	(a) Good verbal and interpersonal skills
	E
	E / I 

	(b) Ability to adapt communication skills according to a range of communication needs
	E
	A / E

	(c) Able to support people to make their own decisions and take their own actions
	E
	A / E / I

	(d) Able to offer guidance in a positive and constructive way
	E
	A / E / I

	(e) Able to develop and maintain relationships with a range of partners, including local people, health and social care professionals and the voluntary, community and social enterprise sector
	E
	A / I

	(f) Good levels of computer literacy including applied knowledge of Microsoft Office (Word, Excel and Outlook)
	E
	A

	(g) Able to make verbal presentations and to participate in formal meetings with a variety of audiences and stakeholders
	E
	A / I

	(h) Good co-ordination and organisational skills, including the ability to prioritise and plan own workload, manage multiple tasks and work to tight deadlines
	E
	A / I

	(i) Ability to effectively promote a service to a variety of stakeholders to generate referrals and engagement
	E
	A

	(j) Able to work as part of a team, as well as independently
	E
	A / I

	2. Knowledge – type and depth
	
	

	(a) An understanding of safeguarding responsibilities and the ability to recognise, respond to and escalate concerns appropriately.
	E
	A / E / I

	(b) An understanding of risk assessment and the ability to identify and respond appropriately to risks affecting individuals and service delivery.
	E
	A / E / I

	(c) Good knowledge of activities, opportunities across Salford and Trafford
	D
	A / E / I

	(d) Understanding of social care budgets and commissioning
	D
	A

	(e) Understanding of the benefits of engaging in health, wellbeing and social activities
	E
	A / E

	(f) Understanding of the social model of disability
	D
	A / I

	(g) Understanding of the importance of confidentiality and the basics of data protection
	E
	A / I

	3. Learning and development – type and depth
	
	

	(a) Good record of personal development and learning
	E
	A / I

	(b) Willingness to learn and undertake training
	E
	A / I

	4. Experience – quality and relevance
	
	

	(a) Experience of monitoring outputs and outcomes of projects or services and of producing written reports as required
	E
	A / I

	(b) Experience of coordinating and managing multiple activities at one time (or equivalent, transferable experience). 
	E
	A / I

	(c) Experience of staff development and recruitment
	D
	A

	(d) Experience of supervising or managing staff
	E
	A / I

	(e) Experience of working with community organisations and groups
	E
	A / I

	(f) Experience of working effectively with people who may be in a difficult or emotional personal situation
	D
	A / I

	(g) Experience of adapting generic processes, practices and communication 
	D
	A / E 

	(h) Experience of the making or supporting a positive lifestyle change
	D
	A / I

	(i) Experience of performing physical health checks
	D
	A / E 

	5. Personal qualities and circumstances – essential and directly relevant to post
	
	

	(a) Commitment to diversity, customer excellence and equal opportunities in service delivery
	E
	A / I 

	(b) Able to work flexibly – including unsocial hours on occasion (such as evenings and weekends)
	E
	A

	(c) Self-motivating, creative and energetic attitude to fulfilling a professional role
	E
	E / I

	(d) Willing and able to travel easily around Greater Manchester
	E
	A

	(e) Willing to have a Disclosure and Barring Service (DBS) disclosure
	E
	A


A = application form 	E = exercise 	I = interview 	 
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