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Age UK Leeds
Job Description


Job Title: 		Service Coordinator   

Working Hours:	37 hours per week - worked on a changeable 7-day rota basis (depending upon service needs) between the hours of 08:30 and 19:30 [Note: Service hours, within the contract, are between 08:30 & 19:30 - in time, these may alter based on service needs and/or funding. There is the possibility of overtime/TOIL, dependent upon service needs, and with prior agreement from the Operations Manager/Director].
                            
Accountable to: 	Operations Manager

Responsible for:	Day to day coordination of Age UK Leeds services.

Location:	 	Variable – depending upon service needs.



Job Purpose:

Working as part of the Age UK Leeds Healthcare Service Coordinator Team, have day to day coordination responsibility for designated service areas, under the guidance and direction of the Operations Manager.

Service Coordinators are responsible for coordinating a service that responds to changing demands and meets the needs of older people that are subject to the support provided by the Age UK Leeds Healthcare Services Team. In particular, the service supports those who have recently experienced a period of hospital/acute care or who have been supported by the clinical teams in the community. Whilst not exclusively the case, the older people receiving support are predominantly those assessed as living with frailty in the community and for whom maintaining independence is an essential factor in reducing the risk of further unplanned hospitalisation, addressing social isolation, anxiety and the potential of experiencing more complex health and social care needs.  

The post-holder will maintain appropriate measurement tools, collect and report on activity within designated service areas, commensurate with the role, and assist the Operations Manager in evaluating outcomes and analysis of results. 

Working with a range of partners (statutory and third sector) the post-holder will assist the Operations Manager with ensuring that designated service areas are integrated within the health and social care system within Leeds, enabling safe and effective:

· Referral and assessment processes that ensure services are accessible and meet the needs of the diverse communities in Leeds.
· Person-centred/Strength-based interventions with older people assessed as living with frailty and emerging complex health and social needs.
· Communication, engagement and joint working with partners (both the statutory and voluntary sector) and stakeholders.

The post-holder is also required to participate in activities that promote the interests of older people in Leeds.


Key Responsibilities

· Coordinate designated service areas in accordance with organisational aims, objectives and priorities. Examples of day-to-day service activities may include, but are not limited to:
· Act as the main point of contact for referrals into the service.
· Undertake thorough assessments to determine suitability for the range of support provided (both on site and in the community).
· Oversee the Healthcare Services Team.
· Security & cleanliness of the office environment.

· Assist the Operations Manager to develop and maintain good relationships with commissioners, partners and other stakeholders.
· Act as a role model promoting the vision and values of Age UK Leeds to other colleagues (including volunteers).
· To coordinate the daily oversight of staff – rotas, designated activities, HR procedures etc. - commensurate with the role. 
· To provide regular data and/or reports to the Operations Manager, as directed.
· To support the Operations Manager with the development of new activities.
· To be a Cardholder, ensuring expenditure is effectively managed and all resources used appropriately.
· To be a Keyholder – as necessary – and ensure the security of designated areas.
· To assist the Operations Manager with the recruitment and development of a team that are capable of safe, efficient and successful delivery of services in a healthy and positive culture and environment.


Duties and Responsibilities


Oversee and Coordinate

Under the direction and/or guidance of the Operations Manager:

· Coordinate designated service areas in accordance with organisational aims, objectives and priorities.
· Hold financial management responsibility, in line with agreed delegation of authority (to be undertaken in partnership with the Operations Manager, and SMT, primarily the Operations Director and Finance Director). 
· Assist the Operations Manager in the ‘fair and safe’ recruitment of staff capable of delivering the range of services/events/activities.
· Ensure that relevant staff complete Service Induction and all training in line with Age UK Leeds policy and procedures.
· Where required, in collaboration with the Operations Manager, put in place contingency measures to ensure that there are sufficient suitably qualified staff to deliver the services.
· Through the edays system (or any other system identified by Age UK Leeds), coordinate Annual Leave, other absence and sickness for the Healthcare Services Team (or other appropriate colleagues) in line with Age UK Leeds policy.
· Ensure that all staff, within designated areas of responsibility, are actively and thoroughly supported.  
· Assist the Operations Manager in ensuring that employees are directed in accordance with Age UK Leeds procedures contained within the Age UK Leeds Employee Handbook – including capability, disciplinary and grievance.


Provide excellent services to the older people of Leeds

· Assist the Operations Manager in ensuring that the services/activities provided promote welfare and independence and actively promote equality, dignity, choice and control.
· Improve existing activities, as directed by the Operations Manager, on the basis of client engagement and feedback.
· Role-appropriate responsibility for allocated areas of service-wide policy, procedure and practice (as identified/agreed).


Uphold Quality 

Under the direction and/or guidance of the Operations Manager:

· Provide data and/or reports to the Operations Manager, as directed, relating to service activity and outcomes, as agreed.
· Ensure that the quality of service delivery is always of the highest standards and meets all regulatory standards (where applicable).
· Undertake qualitative improvement, identified by the Operations Manager, through organisational and external (as relevant) quality assurance processes.
· Ensure that all concerns and complaints are escalated to the Operations Manager, accurately and in a timely manner, in order to be investigated and resolved in accordance with Age UK Leeds policy and procedures.
· Ensure that Risk Assessments are completed (commensurate with the role and scale of the position) and followed, as appropriate.  
· As part of the Coordinator Team, liaise, collaborate and cooperate with colleagues in Age UK Leeds to ensure high quality and efficient service delivery.


Compliance with legal requirements

Under the direction and/or guidance of the Operations Manager:

· Ensure that activities are coordinated and delivered in compliance with all aspects of the Health & Safety at Work Act and Age UK Leeds policy.
· Ensure that all actions taken are compliant with Equality and Diversity legislation and support the Age UK Leeds approach to a broad, visible diversity and equality agenda and to ensure that services take account of the needs of the whole community.
· Ensure that all relevant information is maintained securely in line with Data Protection legislation and guidance.
· Uphold Age UK Leeds Safeguarding policy and procedures at all times.
· Where applicable, promote and uphold Age UK Leeds Domestic Violence and Abuse policy and procedure.
· Ensure that all designated service areas are delivered in line with regulations and guidance set out in the Mental Capacity Act (where applicable).
· Ensure that the Healthcare Services Team and other colleagues, in partnership, are coordinated in accordance with Age UK Leeds procedures contained within the Employee Handbook.


Service Planning

· As part of the Coordinator Team, work with the Operations Manager/Director to prepare, review & update Service/Team Plans.
· Maintain up to date Business Continuity planning arrangements – as directed by the Operations Manager. 
· Contribute to reports – as necessary - including monitoring progress towards achieving objectives.  


Communication and Promotion 

· Represent Age UK Leeds and actively promote the Charity through a range of forum and by use of a variety of media.
· Provide updates to staff - both to those within designated areas of responsibility, across Age UK Leeds and externally - as appropriate and commensurate with the role and scale of the position.
· Actively provide updates – to promote Age UK Leeds - for use on social media and other forms of communication (in collaboration with the Operations Manager and SMT) and directly engage in the promotion of Age UK Leeds. 
· Under the direction of the Operations Manager, build constructive working relationships with stakeholders and networks within communities, the Local Authority, other providers and charities, as necessary.
· Assist in the organisation/hosting and/or attending of networking and promotional events as appropriate.


General 

· To support the Age UK Leeds approach to a broad, visible diversity and equality agenda and to ensure that services take account of the needs of the whole community.
· Actively develop and promote a positive culture based on the values of the organisation.
· To work in accordance with health and safety at work practices at all times
· Be an active and effective member of the Age UK Leeds team, attending and contributing to regular meetings.
· Actively participate in internal and external supervision and training opportunities.
· Be involved with wider organisation activities.
· Other duties, as directed by the Operations Manager/Director, which are consistent and commensurate with the responsibilities of the post and the needs and development of Age UK Leeds services.


No job description can be entirely comprehensive and the post-holder will be expected to carry out such other duties as may be required from time to time and which are broadly consistent with the job description and status of the post within the organisation
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