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Job Description                                              

Job Title:  Activities Coordinator
Accountable to: CEO / Services Manager 
Purpose of Job
The Activities Coordinator, is responsible for the organisation and delivery of a range of activities to improve the health and wellbeing of our residents. 
The post holder will design and deliver a vibrant programme of activities that promote independence, community, and personal growth. You’ll work closely with residents, staff, volunteers and external partners to create inclusive experiences that build confidence, skills, and social connection.
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Key Responsibilities
· Plan and organise a programme of inclusive activities (e.g. arts, sports, life skills, social events, workshops etc) tailored to residents’ interests and needs
· Collaborate with external organisations who wish to deliver their activities and projects within our building
· Promote activities to service users and ensure good attendance levels at all sessions
· Build relationships with staff and recruit volunteers to enhance the activity programme
Delivery of Welfare and Support 
· Ensure all activities comply with safeguarding, health and safety, and risk management policies
· Foster a welcoming and inclusive environment that encourages participation and builds community

Record Keeping & Report Writing

· Monitor attendance, gather feedback, and evaluate impact to continuously improve offerings
· Create and maintain accurate, up to date service-user records on the organisation’s databases
· Monitor a small budget 

Partnership work
· Develop good working relationships with the various teams within the YMCA 
· Attend and participate in regular team meetings
· Prepare for and attend supervision and appraisal sessions with the post holders line manager taking direction as appropriate

General
· Have a flexible and positive attitude to all team members
· Be committed to learning both as an individual and as part of a team
· Undertake own administrative services and report writing
· Uphold and develop Wirral YMCAW’s Equal Opportunities Policy of anti- discriminatory practices across all services
· Observe and ensure compliance with the YMCA Wirral’s Code of Conduct including professional boundaries and confidentiality 
· Report and log all safeguarding incidents

	Person Specification



Activities Coordinator 
	
	
	Essential / Desirable

	Qualifications


	Educated to A-level or equivalent vocational or professional training in arts, sports, health, psychology, social care or another related field 
Educated to degree level 
	E

D

	Experience
	Experience working with vulnerable people or those who have complex needs
Experience handling safeguarding concerns
Personal or professional experience of homelessness, substance misuse or mental health
Experience in community engagement, youth work, support work, or activity coordination 
Experience building partnerships with local organisations, volunteers, and service providers
Experience of data collection and collation
Experience of report writing or evaluations 

	E

D
D

D

D

D
E

	Knowledge


	Knowledge of the causes of homelessness, mental health and/or substance misuse
Familiarity with risk assessment and health & safety procedures in group settings
	E

E

	Skills & Abilities


	Excellent organisation skills and the ability to manage multiple projects at once
IT skills in Microsoft Office applications
Excellent communication and interpersonal skills
Emotional intelligence
Ability to motivate and inspire participation across diverse groups 
Ability to remain calm when dealing with challenging situations
Confident in facilitating group sessions and one-to-one interactions
Basic budgeting skills

	E

E
E

E
E

E

E

	Personal Attributes and Behaviours

	Organised, creative and resourceful 
Reliable with a strong work ethic 
Committed to equal opportunities and anti-discriminatory practice
Highly empathetic, respectful and non-judgmental 
Friendly personality, confident and outgoing  
Reliable, flexible, and responsive to the needs of residents

Flexibility to work evenings and weekends on occasion 

	E
E
E

E
E
E
E
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Job Description
TITLE: Multi Skilled Support Worker

ACCOUNTABLE TO Support Manager & Specialist Team Manger

Hours of work

YMCA Wirral is a 24 hour a day operation and the successful post holder will
work as part of a 3-week rolling rota system of early and late shifts, working a 37
% hours week, which will include weekends and bank holidays.

Main Purpose of Job:

To assist in the delivery of effective, high quality psychologically informed support
services to vulnerable, single homeless individuals, a number of whom have
complex needs such as mental health issues, substance and alcohol misuse
problems, offending behaviour, and who are vulnerable to rough sleeping with
the aim of promoting independent living.

The multi-skilled support team work as a close-knit team with the Support
Manager and two Specialist Team Leaders in the development of operational
planning and service delivery to the highest standards

Main Responsi

The specific areas of responsibility are set out below and are subject to regular
review in order to meet the changing needs of the services users of YMCA Wirral
and the environment in which it operates.
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Carry out new resident welcomes, inducting clients into the service
including registering with doctors' etc.

Ensure that clients have a full understanding of their rights and
responsibilities during their stay at the YMCAW.

Support clients to achieve their goals and targets as defined! agreed within
their support plans and support contracts

Manage, update and communicate resident risk assessments in line with
YMCAWW policy and procedure

Ensure that support is person centred and clients help shape their own
support and take part in activities.

Undertake planned key-work sessions each week with clients using a
psychologically informed, person-centred flexible approach.

Offer a creative but assertive approach in order to seek to engage rather
than taking the route of punitive action that could lead to disengagement
and eviction

Be able to handle and manage violence or aggressive behaviour.

Assess and record support needs using the Outcomes Star assessment,
plan support around individual need. Regularly review and develop
mutually agreed support plans with clients and any other professional
involved in the support of those individuals e.g., Social Workers, CPNS,
Probation Officers.

Hold 3-way meetings and coordinating the support of clients with other
professionals

Maintain accurate record keeping, and up to date records using the in-
house IT system OSKA and in resident’s files.

Conduct monthly/quarterly risk assessments of clients keeping all relevant
parties informed of updates/changes.
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