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Job description: Family Co-ordinator 
  
Job title: Family Co-ordinator 
Employer: Home-Start Lambeth (HSL), Unit 2, Holles House, Overton Road, London SW9 7AP
Hours of work: 28 hours/week 
Location: Hybrid – a mix of working from home & our office in Brixton
Salary: £28,500 pro rata 
Contract: Permanent
Reports to: Family Services Manager
Benefits: 3% employer pension contribution, employee assistance programme including a 24hr Health & Counselling helpline
Responsible for: 
· Matching volunteers to families and ensuring the service they provide is targeted, of good quality and supports families to progress against their goals. 
· Assessment of referred families and review of services provided.
· Supporting the continuous improvement of the service alongside colleagues.

The post carries a high level of responsibility in ensuring that a high quality service is provided to families and volunteers, and in working closely with other professionals and services. 

Purposes of the job
· To assess the needs of families referred to HSL for support and co-produce an action plan with them for our support.
· To provide effective management of the work of the volunteers according to the action plan, including bringing the support to an end appropriately.
· To work as part of the staff team to ensure the effective recruitment, training and support of volunteers.
· To contribute to the effective day to day operation of the scheme in accordance with the Home-Start Standards and Methods of Practice.
· To maintain high standards of practice in supporting families within the ethos of Home-Start.
· To ensure inclusion and diversity in all aspects of the scheme’s operation and work.

Main responsibilities

Support for families
· Receiving referrals and assessing needs of families
· Providing families with targeted and focused support.
· Working closely with other Family Coordinators, sharing knowledge and providing peer support to ensure that families receive the most appropriate support for them. 
· Introducing families to appropriate external support. At regular intervals reviewing the support provided to families
· Undertake designated responsibilities to safeguard and promote children’s welfare
· Promoting Home-Start to other professionals working with Lambeth families
· Ensuring data is recorded for all work undertaken to support families to enable service monitoring and continuous improvement.

Managing volunteers
· Recruiting and selecting volunteers and contributing to their training and development. 
· Matching and introducing volunteers to families.
· Providing support, supervision and on-going training opportunities for volunteers.

Managing the scheme
· Working co-operatively with the senior members of staff to ensure the strategic management, development, quality of work and future funding of the scheme.
· Supporting the implementation and review of all Home-Start policies and procedures.
· Following the scheme’s administration systems including monitoring and evaluation.
· Producing reports and evaluation documents for funders as required.

Working in partnership
· Contribute constructively and meaningfully to team meetings.
· Building effective relationships with referrers
· Attending multi-agency safeguarding meetings as required 
· Networking appropriately within the community

Managing the wider context
· Promoting the scheme, its profile, ethos and practice
· Actively seeking to develop the service, embracing new ways of working, maximising use of technology and sharing information about changing family needs and/or best practice.
· Contributing to the development of Home-Start locally, regionally and nationally

The post holder may be required to undertake any other duties that fall within the nature of the role and responsibilities of the post as detailed above.

It’s important that our team represent the diversity of the borough. We particularly encourage applications from Black, Asian or Minoritised Ethnic people/PoC, disabled people and marginalised groups.
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