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	Community Outreach Coordinator 

	Department: Care & Support


	Reports to: Deputy or Team Manager

	Direct Reports: TBC


	Main purpose of the Job

· To engage, enable and empower the people we support to support them to live the life they choose
Responsibilities/ Overview of Role
· Provide high quality care and outreach support services to the people we support
· Coordinating the people we support care packages – tracking hours delivered and maintaining banking hours system
· Researching, planning and scoping out new opportunities and activities for the people we support
· Providing a key work service to the people we support, discussing support needs, identifying risk and completing support plans and risk assessments
· Managing and updating data on Iplanit (online support planning system)
· Monitoring and delegation updates and reviews of iPlanit to Community Outreach Workers  

· Linking the people we support with opportunities in the community

· Record keeping

· Partnership working and networking with other stakeholders 
· Provide line management for Community Outreach Officers, volunteers and apprentices  
· Provide advice, support and direction for Community Outreach Officers workers including shift management (where directed)

· To take a lead role for clinical areas of operational delivery as requested 

· To work in one or a number of services or across one floating support team
· To provide cover for other services within the area team if required (this will be in a similar type of service)
· To contribute to assessment and referral process

· To have responsibility for a group of packages, liaising with stakeholders and managing staff

Putting The people we support First
· Uphold the rights of the people we support to be involved at all levels of decision making
· Respect the wishes of the people we support at all times
Financial and contractual responsibility  

· Follow procedures and policies at all times when purchasing goods to include use of petty cash
· To consider value for money when carrying out all work activities

· Support the people we support to manage their finances as per policy where required 

· To raise any concerns about the safety of a the people we support finances to a line manager 

· Providing hours of care and support to individual or groups of the people we support as requested by line manager 

· To report to manager where care or support has not been provided for any reason 

· Allocate daily work tasks to Community Outreach Officers as required



	Staff management and Service delivery
· Act as a role model at all times 

· Provide supervision to Community Outreach Officers, volunteers and apprentices as requested 

· Ensure all staff complete relevant mandatory training within required timeframes

· Provide advice, support and guidance to Community Outreach Officers workers as required

· Allocate daily tasks during a shift as requested 
· Facilitate the people we support involvement in any recruitment and selection processes as requested

· Act as a champion for one area of business as required

· Responsible for delivering quality care and support services to the people we support
· Coordinating the people we support care packages – tracking hours delivered and maintaining banking hours system
· Researching, planning and scoping out new opportunities and activities for the people we support
· Carry out high quality key working for one or several the people we support as requested

· Record keeping and reporting activities in an accurate and timely way following up to date policy and guidance notes Inform managers where you are unable to complete key working tasks or update support or risk plans
· To treat the people we support with dignity and respect at all times putting their needs at the forefront of all decision making 

· To carry out personal care in a safe and appropriate way following guidelines, policies and procedures and to act as a role model, providing advice and guidance to support workers carrying out personal care activities
· Read all policies procedures and support plans relating to any personal care activity being carried out Taking the lead in developing, reviewing and maintaining guidelines 

· Provide information to managers about changing the people we support needs and wishes to ensure the appropriate resources are provided
· Work closely with HR and Management to match Community Outreach Officers to the people we support requirements to ensure a good quality match and in turn - continuity of care

· Provide support, direction and guidance to aid Community Outreach Officers to deliver quality services
· Provide both direct and in-direct support to the people we support across a team area as required 

· Participate in inspections as requested  

· Working hours will/may include evenings, weekends and bank holiday working 

· Respond to enquiries from the people we support and/or their families and accurately record the information and promote Outward as a provider of choice
· Advising the people we support, next of kin and advocates on care and support issues

	Additional Responsibilities

· Undertakes preparation, planning and implementation of work with complex caseloads

· Provides specialist skills, advice, and experience or otherwise to others working with someone with complex needs as appropriate 

· To work in a co-operative way at all times with other departments and external  agencies

· To act as an ambassador for Outward at all times 

· Read and follow the Code of Conduct at all times as well as all policies and procedures 

· Take personal responsibility for the safety of self and others at all times 

· To work responsibly and appropriately with due regard to confidentiality, commercially sensitive information

· To comply with all legal and regulatory responsibilities as may fall to be applicable 

· Take all reasonable measures to follow all Health and Safety policies and procedures and appropriate legislation as applicable to the role

· Responsible for informing line manager where there is a health and safety concern 

· To take all possible measures to keep the people we support safe respond appropriately to risk and report on safeguarding, accidents and incidents as per policy and procedures

· Report repairs and liaise with HM/Landlord on minor property issues, lead on sign ups processes, referrals and assessments, and follow up any in-action

· This job description is not an exhaustive list You are expected to undertake any other duties as may be reasonably requested of you by your line manager

	PERSON SPECIFICATION

	Essential 
	Desirable
	Assessment

	Education and qualifications

	Maths and English GCSE (or equivalent) Grade C or above
	NVQ Level 2 or 3 in Health and Social Care
	A

	Good knowledge of and understanding of risk / safeguarding  
	
	A/I/T

	Good knowledge and understanding of health and safety issues within a supported housing setting 
	
	A/I/T

	Experience of providing high quality support 
	
	A

	Good knowledge of risk assessment and support planning
	
	A/I/T

	Good knowledge of and experience of working within SP and / or CQC standards, the Valuing People framework and the in control agenda 
	
	A/I

	Good standard of verbal and written communication skills
	
	T/I

	Understanding the importance of confidentiality and data protection
	
	A

	Technical and Practical Skills
	

	Creative thinking and finding practical solutions to problems as well as being results orientated
	
	A/T/I

	Ability to prioritise work in an environment which may have conflicting pressures and demands / good organisational skills
	
	A/T/I

	Use of IT skills (Word, Excel and Outlook) to prepare and monitor recording information and reports 
	
	A/T

	Ability to deliver flexible person centred services
	
	A/I

	A good level of flexibility and integrity, thinking outside of the box, take accountability, demonstrate passion and positivity Work on own initiative without direct supervision
	
	A/I

	Able to listen and observe, and support emotional needs of a person
	
	I

	Promote the health, safety and wellbeing of young  adults at risk and staff
	
	A/T

	The people we support Services and Quality Focus

	A commitment to working in an anti-discriminatory way and a positive view of a range of vulnerable people (including people with learning disabilities, people with mental health, young people, older people, ASD)
	
	A/I

	Seeks for self and others to attain the highest standards
	
	A

	Personal Attributes

	To be an ambassador for Outward
	
	I

	Positive can do attitude
	
	A/I

	Ability to motivate self and others
	
	A

	Ability to demonstrate best practice and excellent support and care to your peers
	
	I

	To be able to work consistently and collaboratively to agreed goals and to be able to take instruction


	
	T/I

	Our values

	Engaging

We listen to what people say, we involve people, we are  honest and open
	We act responsibly

We appreciate and respect individuals 

We are welcoming and inclusive 

	Enabling

We facilitate, we assist and we support to make things happen
	We are committed, passionate and hard working 

We support to people make informed choices

We build upon excellence

	Empowering

We inspire and we encourage, supporting  people to take control
	We are flexible and creative

We learn, question, challenge and reflect



	Safeguarding statement

	Outward is committed to safeguarding and promoting the welfare of adults at risk and expects all staff to share this commitment  If the post you apply for involves working with or having access to adults at risk and/or their records, we will require an Enhanced Disclosure from the Disclosure and Barring Services for successful candidates This will be fully subsidised by Outward
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