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	Job Title:  Activities Coordinator HR134
	Reporting to: Head of Sport & Recreation

	Hours: 12 hrs/wk  T 9.30am –4.00pm, W9.30 -4.00pm, (30 minute unpaid break on T &W ) 
	Salary: £x.xx/hr



	Job summary

	To develop and deliver an activity program to support and contribute positively to the wellbeing of individuals with Special Educational Needs.




	Duties & Responsibilities

	
· Prepare and implement a range of fun and friendly social, leisure and recreational activities suitable for our 18+year beneficiaries
· Deliver a range of pre-existing activities including Arts & Crafts, Boccia and Multi Activities
· Develop new activities such as cooking and horticulture
· Organize bi-monthly group social evenings such as discos 
· Monitoring and evaluating client’s engagement in activities to ensure these are meaningful and person centered
· Establish and maintain effective working relationships with other staff members
· Take reasonable care for the health and safety of yourself and others by following our Safety at Work policies and procedures and ensuring a safe and secure environment for the individuals who use our services.  





	Performance & Behaviours
· Be self motivated and enthusiastic with a flexible approach to the post and working hours
· Adhere to the Wingate Centre’s policies and procedures.
· Undertake appropriate training and staff development as required.
· Respect confidentiality of information.











Person Specification
	COMPETENCY
	DESCRIPTION
	ESSENTIAL (E)
DESIRABLE (D)
	METHOD OF ASSESSMENT

	Education and Qualifications
	· Activity leadership qualification 

	D

	AF/I


	Relevant Experience
	· Similar past work experience
· Working with mixed ability groups
· Working with people with disabilities
	E
E

D
	AF/I
AF/I

AF/I

	Knowledge/Skills

	· Ability to teach a variety of age groups and abilities
· Excellent communication skills and the ability to deal with people at all levels of ability
· Ability to monitor and evaluate classes
· Ability to lead a class
	E

E


E

E
	I

	Personal Qualities & Attributes
	· Ability to organise own workload and work to deadlines
·  Self motivated and enthusiastic
· Ability to work as part of small team , willing to help out when needed.
	E

E
E
	I

I

	Special Circumstances
	· Prepared to work flexible  hours including evenings and weekends
· Car owner with current driving licence
· Working in an environment with people with Special Needs
· Provide accurate details for Disclosure and Barring service checks
	E

E
E  

E
	










Induction
	Process Number
	Process description

	
	


	PROc102
	Client booking

	PROC103
	Client registration

	PROC104
	Client induction

	PROC160
	Complaints and Safeguarding Reporting

	PROC500
	Housekeeping
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