JOB DESCRIPTION AND PERSON SPECIFICATION
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Position Title:

Home Coordinator:  Youth Service 
Reports To:

Practice Leader Mental Health 
Location:
              Palmerston North
Adherence to the following documents within MASH Trust forms part of this job description:

· MASH Trust Policies and Procedures manual

· MASH Trust Code of Conduct

· MASH Trust Business Plan

 These can be found on the Mash Trust intranet “The Mash Pit” access to which is available at each MASH Trust Worksite. 
Purpose of Position:

The purpose of the Home Co-ordinator position is the coordination of the administrative duties, and the physical environment needs of the service.

· Ensure administrative duties are completed. 
· Liaison with Practice Leader (P/L) , Clinical Lead (C/L) and Regional Manager
· Maintaining the environment of the house in partnership with all staff
· Communication as the key contact person for the house in partnership with the Practice Leader and Clinical Lead. 
Functional Relationships
Internal




External
General Managers                                   Oranga Tamariki
Regional Manager                                   People we support and their families

Practice Leader                                        District Health Boards


Clinical Lead

                        Family/Whanau

Community Support Workers
         External support agencies

Office staff


         Other Key Stake holders

Key Duty Areas

The Home Co-ordinator is responsible for ensuring that tasks are completed under the following duty areas:

1. Provide guidance to Youth Workers
2. Team communication 
3. Environmental Maintenance

4. Support of young people 
5. Support Planning

5.   Activities of Daily Living (ADL’s)
6.   Administration

7.   Documentation

8.   Quality Improvement
              9.    Medication

  10.   House specific orientation

	Duty Area
	Tasks
	Performance Measures

	Provide Guidance to Youth Workers
	Provide guidance to ensure household task and goals are completed by the whole team.
	Household standards and goals are meet.

	Team Communication
	Discuss tasks with YWs (in consultation with P/L when required).
Alert P/L, C/L to any issues affecting clinical wellbeing of young people
Relay relevant information to P/L C/Cl
Partner with YW’s to follow specific support plans and ADL’s in line with youth centred approach. 
	Day to day routines and support staff awareness and communication across all duties is maintained. 
P/L, C/L is kept informed of issues arising.
A strong relationship and open communication within the H/C, P/L & C/L roles. 
Requirements of support plans and ADL’s are met and demonstrate a person-centred approach. 

	Environmental Maintenance
	Ensure the home environment is conducive to recovery. 

	Infection control audit is met.
Environmental audit is met.
Young people’s feedback is evidencing a homely environment. 



	Consumer Support
	Alert C/L, P/L or Clinical On Call to any concerns regarding consumer wellbeing. 
Provide safe, youth centred support within legal and ethical frameworks.
Promote community-based activity and engagement.
Provide support for young people to participate in vocational training, supported employment according to support plans.
Support young people in gathering information to make informed choices for person centred plans.

	All Incidents and concerns are reported.
 Young People are supported in a away that meets health and disability sector standards and in accordance with the Health and Disability Commissioner’s Code of Rights.
Young people are all working towards their support plan goals from a person-centred approach.
Young People participate as fully as possible in community and leisure activities.
Recovery philosophy is maintained within the home environment. 

Young People are supported to formulate and work towards vocational objectives.
Team communication within the home supports the continuum of support and recovery. 



	Support Planning
	Partner with TPL, C/L and staff to: 

Establish a supportive relationship with the people we are supporting.
Support specific and achievable goals.
Role model recovery-based approach to support that is person centred. 


	Support plans reflect recovery. 

Support plans are reviewed as least 3 monthly.
A partnership with the people we support is evident.
Team member’s awareness of individual support plans is evident.


	Activities of Daily Living
	Ensure the physical environment is clean, tidy, and hygienic.
Supporting young people to prepare menus and cook meals.
Ensure adequate food & household supplies are available – partner with young people to participate with household shopping and activities.
Provide when necessary personal care of young people including but not limited to showering/bathing, shaving, toileting, dressing, and medication administration.
Support young people with managing their finances.

	The residence is kept clean and tidy.
Nutritious meals are prepared according to menu planner.
Youne people are supported to undertake household shopping and activities.
Young people’s appearance reflects acceptable personal hygiene standards.
Medications is administered in accordance with policy & procedures.
All finances are in order.

	Administration
	Ensure that all young people’s information is recorded accurately and completely.
Ensure confidentiality and security of all documentation.
Ensure that office administration requirements are met.
All financials are managed and secure.

	Advise P/L, C/L if young person’s documentation is not accurate or up to date.
Young people’s documentation is stored in a secure cabinet

Incident reporting policy is followed. 
All financials are balanced, stocked weekly/ monthly and not depleted.
All required monthly documentation and reconciliations are completed within set timeframes.
Petty cash is kept in a secure cabinet for authorised people only



	Documentation
	Ensure all documentation, and financial records are checked and completed accurately and neatly

Ensure all electronic records are completed accurately.

	All documentation is tidy, legible, and signed off

All electronic documentation is completed within specified timeframes. 

	Quality Improvement
	Liaise with the P/L and C/L regarding implementation of quality initiatives.

	Quality initiatives are implemented in the house and forwarded to the Combined Committee.

	Medication 
	Complete medication training and certification. Revalidate annually.
Administer Medication according to the Policy and Procedure.
	Current certification

No Medication errors.

	House specific orientation
	Provide new YW with house specific orientation.
	New YW’s are orientated to the specifics of the house.


Person Specification:

Core Competencies:

· Person Centred approach

· Ability to provide guidance
· Youth focused

· Relevant qualification and experience
· Quality focused

· Flexibility – Shift work
· Teamwork
· Communication – written & oral
· Organisation & Time management
· Problem Solving
· Flexible and adaptable

· Consistency

· Ability to address stigma in a proactive manner

Knowledge & Job-Specific Competencies

	Competency
	Behaviours representative of an Home Co-ordinator displaying this competency

	Qualifications
	· No minimum entry qualifications are required but you are required to work towards New Zealand Certificate in Health and Wellbeing level 4 or hold a relevant equivalent qualification in a related field.

	Ability to apply continuous quality improvement principles
	· Suggests quality initiatives and ensures they are followed through.
· Constantly strives to improve the working environment for staff and young people. 

	Holistic, person-focused support and care
	· Works with the team to ensure people’s needs are met and documented.
· Works in a Family Inclusive Manner. 
· Displays an encouraging and positive manner with people.

	Open Communication and Collaboration
	A Transparent relationship is developed and maintained with staff, P/L and CL.


	Team Player
	· Displays a friendly approachable manner.
· Maintains an open relationship with all staff.

	Cultural Awareness
	· Is knowledgeable around Tikanga Maori.
· Awareness of staff and young people cultural needs.


	Integrity and Professionalism
	· Does not engage in illegal or unlawful activities.
· Accepts responsibility for their actions.
· Follows correct processes to deal with issues.
· Is honest in dealings with others.
· Respects and considers the beliefs, values, and needs of others.

	Stress Management
	· Skilled in recognising when self is under stress.
· Skilled in using appropriate strategies (e.g., breathing exercises, relaxation, taking breaks, seeking supervision) to deal with stress.


	Organisational Skills
	· Skilled in prioritising tasks to ensure they are completed within the required timeframe.
· Skilled in ensuring the house office is kept orderly and tidy.


	Applies Health and Safety principles in the workplace
	· Ensures that any health and Safety issues are reported as per the correct procedures. 



	Organisational Commitment
	· Actively incorporates MASH Trust’s philosophy and values into their work practice.
· Is committed to achieving set organisational and specific objectives.
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