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JOB DESCRIPTION 
Age UK York is committed to diversity, inclusion and equality. Through our recruitment we want to build a workforce that represents the communities we exist to help and that is best able to support all older people in York.   
 
Job Title: Independent Living Coordinator 
  
Location: You will be based at York frailty hub, York district hospital , but will spend time at Age UK York’s office and in the community where our services are delivered.  You may need to travel to several different locations on a typical working week.
 
Hours: 35 hours per week. This role is offered on a full-time basis however as an employer we support flexible working and are happy to discuss reduced working hours. 
   
Holidays: 5 weeks + 1 day plus statutory bank holidays (pro rata for part time working) 
Term will be 9months up to 12 months , maternity cover 
  
AIMS OF THE ROLE 
The Coordinator is responsible for ensuring the smooth running of the Independent Living service, allocating resources as needed to meet the demands of people using the service. Accountable To: 
The Coordinator reports to the Independent Living Service Manager  Responsible For: 
The Coordinator is responsible for day-today supervision of a team of Community Support Workers including allocation of clients and liaison with referral agencies.   
To work with the Service Manager to ensure all staff and volunteers in named areas work in a safe and healthy environment. 
 
RESPONSIBILITIES AND DUTIES 
 
1. To oversee the day to day organisation of staff, allocating tasks and responsibilities as appropriate and according to needs. 
2. To receive referrals from hospital/professional staff, social workers, health professionals, families of service users and service users themselves. 
3. To assess the needs of the service users, undertaking risk assessments and determining appropriate services to be delivered by staff. Services will be determined in accordance with service level agreements and contracts with funders, and AUKY agreed policies and procedures. 
4. To undertake assessments in the hospital, service user’s homes or over the telephone if needed . 
5. To ensure the allocation of appropriate levels of service according to need and resources available. To organise and monitor the provision of 
Services.
6. To maintain waiting lists for the service where necessary. 
7. To liaise with other Age UK York services to ensure service users receive a coordinated service that responds to their range of needs 
8. To liaise with other professionals including, but not limited to: hospital based social work, occupational therapy and health service managers; referring professionals from statutory bodies; service users and their families. 
9. To keep accurate records regarding all service users, staff and volunteers both manually and using Charity Log and other digital resources in accordance with up to date data protection regulations. 
10. To ensure that Community Support Workers update Charity Log in a timely and accurate way. 
11. To provide the AUKY management and funders with accurate data to inform reporting on service use and other contractual requirements. 
12. To engage with fundraising activities when appropriate 
13. To liaise with the Service Manager on staff leave and absence ensuring that the service has appropriate cover at all times. 
14. To promote the services with other professionals at an appropriate level  
15. To be responsible for monitoring staff workloads in the service, liaising with the Manager if issues arise. 
 
 
PERSON SPECIFICATION Essential criteria 
 
 
1. Experience of managing logistics or allocating resources on a regularly changing basis 
2. Experience of supervising staff  
3. Able to respond quickly and appropriately to changing situations 
4. Effective verbal and written communication skills 
5. Able to work on own initiative with minimal supervision 
6. Ability to use PC software including Outlook, Word, Excel and CRM systems 
7. Accurate data entry skills 
8. Creative approach to problem solving  
9. Ability to handle challenging or inappropriate behaviour 
10. A willingness to get involved in the practicalities of service delivery when necessary  
11. A full clean driving license (6 points max) and access to an appropriately registered and insured vehicle for work purposes 
 
Desirable criteria 
1 Experience of working with older people 
2 Experience working in the voluntary or charitable sector  
3 Experience of working with older people with frailty, dementia or who are blind or partially sighted sight loss or are deaf or hard of hearing. 
 
 
 
image1.jpg
,J York
“ageuk




