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Job Description 





	Job Details

	Job Title
	[bookmark: _Hlk147147114]Facilitator

	Location:
	Community Based 

	Line Manager: 
	Neil Freir and Management Board

	
	




	Main Purpose of Job

	
· To plan, prepare and facilitate various activities & events for Fairway Fife members, that will enable our members to meet their personal goals and outcomes in a safe and supported environment.
· To establish good relations with Fairway Fife Members, support communication to enable individual’s to make informed choices about the activities and events they would like to experience. 
· To work in partnership with Schools, Colleges, and Local Authorities to carry out Outcomes Focussed Transition Assessments.
· To recruit and support volunteer peer mentors to be positive and supportive role models.
· To support Volunteers & Placement Students to understand their Roles & Responsibilities.
· To support the Management Board to develop the Charity’s aims and objectives.
· To achieve recognition and support for the work of Fairway Fife
· To assist and support our Volunteer Peer Mentors to access relevant training opportunities. 
· To network and work in partnership with local organisations.                                                                                         





	Duties and Responsibilities

	
· To liaise with and support the work of the Charity through a programme of capacity building, training, and governance.
· To support Volunteer Peer Mentors, ensuring that they have the knowledge, skills, and support to carry out their roles and responsibilities.
· To ensure that partnership working within Fife is maintained and developed to the benefit of Fairway Fife and its members.
· To organise and facilitate leisure activities and events that are tailored to the needs of individuals. 
· To ensure that Fairway Fife plays a prominent role within the geographical area by representing the organisation on key policy and good practise within the Disability Sector.
· To identify and support general fundraising events.
· To participate in all relevant training and personal development opportunities 
· To ensure Health & Safety requirements are met, including risk assessments which are continually checked and updated.
· To liaise and build positive relationships with our members and other significant people around them.
· To maintain up to date knowledge of changes in legislation and policy which affect people with Learning Disabilities, Charities, and the voluntary sector.
· To assist and support the Management Board of Fairway Fife in carrying out their responsibilities. 
· To ensure Fairway Fife targets are met, as agreed by members and Management Board.
· To ensure that all policies and procedures are read, understood, and implemented wherever needed to safeguard the organisations legal and moral responsibilities.
· To maintain strong links with various organisations, and other key partners, as determined by the Management Board and members.

OTHER TASKS
· To monitor and evaluate the work of Fairway Fife
· Undertake other duties which may be required and are commensurate with the post.

	 




	
Person Specification 

	Qualifications

	· Advanced education in Disability Support Sectors
· Significant experience and/or certification within Health & Social Care. 


	Relevant Experience/Knowledge  

	· Experience of working in Charity/Disability sector or relevant organisation  
· Experience of working in partnership with multi-disciplinary stakeholder teams
· Knowledge and/or understanding delivering Youth Achievement Award Schemes such as John Muir, Forest Skills, Dynamic Youth & GliN Awards

	Skills and Abilities 



	· Strong leadership skills with experience of leading and coaching volunteers to deliver organisational effectiveness.
· Flexible and proactive work ethic and positive attitude
· Excellent written and verbal communication skills with ability to present information clearly and creatively.
· Ability to work to deadlines under pressure and work flexibly in response to changing priorities. 
· Good knowledge and experience of using technology including Microsoft Office packages 

	Personal Attributes

	· Self-motivated with enthusiastic and energetic approach 
· Confident approach to own learning
· Continuous improvement of work and personal development
· Actively demonstrates the values held by Fairway Fife 
· Punctual and organised (can organise own workload and that of volunteers and members)
· Excellent interpersonal skills and the ability to work with different professionals and organisations to deliver a safe and effective service.
· Excellent communication skills to communicate effectively with colleagues, volunteers, members, families, and other professionals.



	
Working with Youth 1st 

	Salary Range

	£13.55 - £14.55 Per Hour 

	Hours of work
	
  30 to 36 Hour Per Week

	Duration of Contract
	
Permanent (After 3-month probationary period)

	Pension Scheme
	
Pension scheme in operation as per government guidelines 

	Leave 

	28 days pa leave per annum inclusive of public holidays (pro rata)

	Other Information 
	The Job Description is purposefully intended to be of a general nature, defining the main elements of work required for the successful operation of the work of Fairway Fife.

It is recognised that changing circumstances will have a direct bearing on the balance of duties at any time. As part of a continuing process, objectives and priorities will be kept under regular review. 

Fairway Fife is a SCIO Registered Charity, managed by a Board of Voluntary Trustees, therefore, any extra assistance over and above paid sessions that staff are prepared to give would be greatly appreciated. However, there is no expectation of staff to give voluntary time.
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