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Job Description

Job Title:

Family Learning Co-ordinator
Grade:

Senior Project Worker

Pay Scale:

Wai Yin Scale 26 
Reporting to:
Assistant Director
Reportees:

Project Workers / Project Assistants /Admin / Volunteers as appropriate to project

Main Duties and Responsibilities

To engage Chinese parents and carers who have no prior structured learning to take up interest based learning and other learning programmes to help them to support their children’s studying.  This will improve relationships between family members.
Project management
1. To organise, plan and deliver appropriate services and activities as defined by the Service Specification of the Project.
2. To participate (with the Senior Manager) in the recruitment and induction of new staff and volunteers on your Project/Business Unit.
3. To supervise the everyday work of staff and volunteers on your Project/Business Unit. However, you will not be responsible for investigating complaints about or disciplining staff.

4. To network with other agencies in order to learn about models of good practice and to promote the work of your own Project/Business Unit.
5. To ensure financial control of the Project expenditure.
6. To establish and implement systems enabling service users to participate in decision making related to the delivery and management of the Project.
7. To prepare regular progress reports for the Management Team and for all relevant stakeholders in the Project.
8. To maintain accurate and relevant records of case-work. To maintain accurate records of group work or Project activities.
9. To work closely with other Projects to ensure that work is not duplicated unnecessarily.  This will also promote inter-projects collaboration within Wai Yin.
10. To assess and implement appropriate Information Technology systems to support the work of your Project/Business Unit. This can be done with the assistance of the IT specialist at Wai Yin.

11. To assist in developing a funding strategy for your Project/Business Unit.
12. To prepare relevant documents/information for fund applications.
13. To maintain records and collect/collate statistics for monitoring and evaluation as required by grant aiding bodies.

Centre Responsibilities

1. To participate in the creation of a warm, welcoming, comfortable, safe and accessible environment for service users at Wai Yin.

2. To be responsible for the recruiting, induction and supervision of volunteers for your Project. To act as a role model and mentor for all volunteers at the Centre.
3. To participate in Centre meetings, where information is shared and exchanged. To ensure that relevant information about your Project is given to other staff and volunteers at Wai Yin.
4. To contribute to the development and implementation of Centre policies and procedures.

5. To adhere to Wai Yin’s Confidentiality and Equal Opportunity policies.
6. To contribute to the provision of a safe and healthy environment, ensuring that the legal requirements of health and safety are complied with.
7. To act as an ambassador for Wai Yin as an agency and the Chinese community in general. 

8. To participate in Centre working groups e.g. Health and Safety, Total Quality Assurance, Policy, etc.

9. To participate in Centre activities, such as festivities, conferences, job fairs etc.

10. To promote pride in being Chinese in Britain and to support minority groups, challenging racist or discriminatory ideas and practice within Wai Yin itself and (where possible) outside agencies.

Roles and Responsibilities specific to this post

1. To plan and coordinate interest based courses at Wai Yin for Chinese parent.  Make sure always consult Chinese parents for the design of learning programmes.
2. To work with other projects in the Family Unit closely to ensure effective communication are between unit members.

3. To work with learning programme tutors closely to ensure high quality of teaching standard is provided to learners.

4. To ensure Chinese parents / learners receive high standard of support at all times.  
5. To organise monthly workshops to meet learning needs of Chinese parents.

6. To promote Family Learning Project by visiting schools, Chinese organisations, and visiting parents.

7. Refer learners to other project when needs from learners are identified.

8. To work with Women & Parenting Project Worker to promote and organise parenting courses to Chinese parents.
9. To support Women & Parenting Project Worker and the Youth Project Worker to recruit Chinese parents to take part in Parenting Course.

10. To line manage Women & Parenting Project Worker and Youth Project Worker to ensure sufficient supports are given at all times.

11. To provide casework supports to Women & Parenting Project Worker and Youth Project Worker.
12. To supervise and support Women & Parenting Project Worker and Youth Project Worker by giving monthly supervision meeting as well as daily support.

13. To work with the Young People’s Mental Health Project Officer, Youth Project Worker, and Women & Parenting Project Worker as a team.
14. To set up database for service users group as well as networked organisations.
Professional Development and Training

1. To advise and support students on placement. 

2. To behave in a professional and appropriate manner at all times

3. To deliver training to Wai Yin staff and volunteers as well as staff from outside agencies, as required

4. To attend relevant training as required by Wai Yin’s Business Plan. To take responsibility for own professional development in consultation with the line manager

5. To maintain and develop appropriate Information Technology skills

This job description is a guide to the main duties and responsibilities of this post. It may be subject to amendment as a result of consultation and agreement between the post-holder and their line manager. 
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