[image: image1.png]<(¥)>

UPPER SPRINGFIELD

development company Itd




USDT
Job Description

Post:


LEMIS+ Team  / Co-ordinator  

Responsible to:

Job Assist Manager
Reports to:

Job Assist Manager
Location:

Based in Top of the Rock Centre
Salary:


£27,530
Hours of Work:

37½ per week

JOB BACKGROUND: 

This post is part of the LEMIS+ project, a Belfast wide employment project implemented by a consortium of organisation led by Ashton Community Trust and partners are 

· GEMS NI

· Upper Springfield Development Trust

· Impact Training

· East Belfast Mission  

The post will involve the coordination and the day to day management of the LEMIS+ project mentoring team including management of own client caseload. They will establish and maintain excellent working relationships with team and management to ensure the effective delivery of the project. 

KEY TASKS & RESPONSIBILITIES:  

1. To co-ordinate the USDT LEMIS+ mentoring team to ensure the smooth delivery of quality services and performance and that all targets are being met.

2. To undertake duties arising from the co-ordination of the LEMIS+ mentoring team including supervision and appraisal, performance measurement, monitoring leave and sickness.
3. To manage own caseload of LEMIS+ clients including mentoring of client, keeping all client records in order and working with other LEMIS+ staff to ensure that the client is best served by the project.

4. To manage the provision of LEMIS+ services in USDT’s network of outreach centres thus ensuring the widest possible coverage of West Belfast.  This would include the planning and development of outreach services, the management and monitoring of the mentoring service delivery in outreach centres and ensuring all outreach processes and policies are adhered to.

5. To promote and market the LEMIS+ project and actively seek out additional resources for expansion of training and employment related activities and services across West Belfast. 

6. To work in partnership with management and others to increase provision of its services through the submission of funding applications and the tendering of new contracts.

7. To ensure accurate recording of all information related to the project, produce monthly progress reports against targets and attend management and multi-agency meetings as required.
8. To ensure all guidelines and processes set out by ESF and the LEMIS+ project are being enforced.

9. To participate in the recruitment of training and employment related project staff and trainees, if and when required.

10. To ensure that the USDT Job Assist’s main offices operate smoothly and functions safely and effectively at all times. 

11. Establish and maintain effective methods of communication and reporting to the management of LEMIS+.
12. To work in conjunction with other relevant staff within USDT in maintaining quality systems and standards into LEMIS+ programme to include: IiP, ISO etc. in order to ensure the full delivery of quality programmes to all user groups and to ensure that all standards and processes are being met for funders.  

13. To perform such other relevant tasks deemed necessary by the organisation to ensure the effective and efficient implementation of the organisation’s strategic plan.
OTHER RESPONSIBILITIES

1. Manage all physical resources including ensuring premises are fit-for-purpose and appropriately resourced.

2. Oversee all Health & Safety and risk assessments across Lemis+ employability programme.

3. Ensure inductions are completed for all new staff.
4. Agree forward job plans for staff line managed by postholder, ensuring strong linkage to operational/strategic and programme plans.

5. Create and implement marketing and communications plans.
6. Internal communications: ensuring efficient and effective linkage between all programmes and functions, information flow of opportunities for clients.

7. Managing the team including maintaining a motivated and committed team within a target-driven environment, maintaining good relationships and positive team dynamics, resolving issues as they occur, co-ordinating team meetings.

8. Co-ordinate Lemis+ for events that effectively raise the profile of LEMIS+ programme and celebrate success.

9. Establish systems, protocols and involvement in management of complementary employability programmes that operate within USDT and add value to LEMIS+.

10. Undertake any other related responsibilities commensurate with the evolving objectives of the post and the evolution of USDT, as may reasonably be requested by the organisation and LEMIS+ project.
11. Work flexibly on evenings, weekends and during school holidays to ensure full delivery of the programme. 
12. Undertake training in order to develop work related skills and knowledge.
13. Work with due regard for USDT’s core values and objectives
14. Ensure the effective implementation of and adherence to USDT policies and procedures
15. Participate in performance management and appraisal process, and agree short, medium and long term goals with line manager, and direct line staff.

16. Identify learning and development needs with line manager and evaluate learning and development to demonstrate needs have been met.

17. Share best practice and achievements, and contribute at opportunities to present outcomes and case studies.

18. Contribute to the learning of others across the organisation by sharing knowledge and skills both informally and formally by participating in the trust’s training and development programme.
This job description is not prescriptive and may change with the needs of the organisation.

Personnel Specification
	Competence/Educational Attainments:
· An excellent track record covering two years within last four years in project Coordinating
· Third level qualification in a relevant field (e.g. management/HR).  Where applicants do not have relevant qualification, the experience outlined above shall be enhanced to four years 
· NVQ Level 4 Advice & Guidance or equivalent
· Substantial expertise in managing staff and teams including undertaking one-to-one supervision and appraisal processes
· A proven track record of three years experience within the last five years working within the field of career mentoring/advice and guidance or counselling
	Essential 
Essential 
Essential
Essential

Essential
  

	
	

	Demonstrable Skills/Abilities:

· Ability to effectively coordinate the day to day management of the LEMIS+ programme and team and management of own caseload
· Ability to supervise appropriate people and teams within your capacity as Team Leader to ensure the smooth delivery of quality services and  performance 

· Ability to design, establish and implement outreach plans for the provision of services. 
· Ability to promote and market the LEMIS+ project and actively seek out additional resources.
· Ability to ensure accurate recording of information, produce monthly progress reports against targets and attend management and multi-agency meetings as required

· Ability to form close working relationships and communicate effectively with colleagues and others connected with the project, particularly representatives of key local agencies, local residents and the local authority

· Ability to work under own initiative, including effective prioritisation of tasks and ability to work to agreed aims and objectives

· Experience and good knowledge of working with databases

· Experience of working the submission of funding applications and the tendering of new contracts
	Essential

Essential

Essential
Essential
Essential

Essential
Essential
Desirable

Desirable

	
	

	Knowledge:

· Experience and a good working knowledge of quality systems and standards for example IiP, ISO etc.
· Experience and good knowledge of I.T and database systems including; ability to use MS office (Word, Excel) Internet and Email; 

· Knowledge and experience of working with the unemployed and the barriers they face
	Essential 

Essential

Essential

	
	

	Circumstances:

· Ability to work flexible hours
· Access to Transport - Car Owner / Drive
	Essential
Essential



(The Upper Springfield Development Trust is aware that some persons with disabilities may not be able to hold a driving licence.  If this is the case, please demonstrate how you can fulfil the mobility requirements for the post for which you are applying).  
(Desirable criteria may used to shortlist applicants, should there be a need to facilitate manageable shortlists)

Upper Springfield Development Trust

Updated Feb 2017

