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Job Description and Person Specification
	Position Title:
	Friendship Coordinator 

	Reports To:
	National Manager Disability Community

	Location:
	We operate throughout the lower North Island in Wellington, Kapiti, Horowhenua, Manawatu, Whanganui, and Hawkes Bay.


Adherence to the following documents within MASH Trust forms part of this job description:
· MASH Trust Policies and Procedures
· MASH Trust Code of Conduct
· MASH Trust Operating Model
These can be found of the MASH intranet (Pukuhiko)
Organisational Context
MASH Trust delivers residential and community support services for people with intellectual disability, physical disability and psychiatric disability living in the Lower North Island.   
MASH Trust is concerned with facilitating and actively promoting quality of life by attending to the physical, mental, spiritual, and social health of individuals, families, Whānau, or groups as well as the interactions between both these and the wider community.   The Operations Section of the Trust is responsible for hands on delivery of services to the people we support.  Operational staff will ensure that services are delivered in a manner that is appropriate to the needs of the person or group that they are supporting.
[bookmark: _Hlk224026450]Purpose of Position
The Friendship Coordinator will manage the delivery of MSD – funded friendship services, enabling people to participate in and make a positive contribution to their communities. This role focuses on supporting people with disabilities to; develop skills for living and participating in the community, make a contribution to the community through voluntary work, participate in their culture, identify appropriate employment opportunities, maintain and extend support networks and friendships.

MASH TRUST MISSION

Working together to achieve great lives

OUR VALUES

Relationships		Build open relationships based on honesty and respect
Communication	Communicate with an open mind and heart
Mana			Recognise and promote the mana and strengths of the individual
Opportunities		Take opportunities to learn and grow together
Believe			Believe that together we will make a difference
Fun			Make fun a goal


KEY RESULT AREAS
	Responsibilities
	Tasks
	Performance Measures

	Service Coordination
	· Set and Maintain the Friendship Service in line with MSD contract requirements and Enabling Good Lives principles.
· Ensure services are person-centred, inclusive, and culturally responsive.
· Develop and deliver individualised plans for the people we support, enabling participation in everyday community activities.
· Ensure volunteering programmes are adaptable based on the needs of the people we support in line with their individualised goals.
	· Deliver the Friendship Service in line with the MSD contract.
· Ensure service delivery is aligned with enabling good lives principles 
· Individualised plans are updated, maintained and completed for each person we support.
· Recruit, screen and select a diverse range of volunteers who foster integration of people with an intellectual disability into the wider community

	Relationship Building
	· Build and maintain strong partnerships with local organisations, clubs, employers, and community groups to create and identify inclusive opportunities.
· Act as a liaison between MASH Trust, and other stakeholders to ensure collaborative service delivery.
· Collaborate and establish relationships with other services providers to offer friendship services to the wider community.
· Develop a feedback framework to encourage participants to contribute their ideas for the improvement and development of the programme.

	· Actively engage with local community.
· Collaberate with key stakeholders.
· Promote friendship service to wider community.
· Provide monthly reports to service manager, including current stakeholder engagement and any identified barriers for the service.
· Review the feedback framework on a quarterly basis to ensure feedback is being obtained and used to develop and improve the programme.

	People Management
	· Day-to-day management of Volunteers including recruitment, training, orientation and allocation that supports the delivery of friendship service for the people we support
· Manage compliance training for volunteers to ensure certifications are up to date for service delivery.
· Effectively manage volunteer concerns, and address performance and behaviour concerns in a timely manner, that creates a positive and productive work environment.
	
· Volunteers are able to deliver supports confidently
· All required training for volunteers are completed in a timely manner
· Volunteer concerns and issues are managed in a timely manner

	Programme delivery
	· Complete individual plans as per the MSD Friendship Contract
· Complete entry to service forms for each person we support.
· Provide and connect people we support to opportunities to connect with their community 
· 
	· Individualised plans are completed as required by the MSD Friendship Contract. Entry to service forms are completed upon commencement of service.
· Ensure the person we support is connected with their community

	Monitoring and Reporting
	Prepare the performance management report in line with MSD contract requirements
· Maintain accurate records of client engagement, plans, and progress.
· Ensure that the service is audit ready.

	· Provide information about how the Friendship service is progressing to contribute to the narrative reporting. This may include information for performance management reports, narrative summaries, and success stories.
· Provide information as requested by management 
· Ensure that information provided management is accurate and timely.


	Professional Development
	· Involvement in own professional development and up-skilling
· Engagement with the MASH Trust learning and development frameworks
	· Demonstrated commitment to continual learning and up-skilling
· Ensure PDP is completed within the required timeframes

	Documentation 





	· Maintain accurate records regarding daily attendance, support needs and incidents using Iplanit  


	· Daily notes accurately reflect information on people we support and their participation, achievements, and need for support in the programme



	Health & Safety
	· Accurate recording and reporting of all accidents/incidents/hazards
· Actively participate in Health & Safety activities, meetings and relevant training.
· Ensure that the most appropriate safe method of work is chosen and take responsibility for knowing all hazards relative to specific sites and the control plans in place.
· Take a proactive approach to Health & Safety and take all practicable steps to ensure safety within the workplace.
	· Documentation (i.e. hazard register, site accident registers and incident reports) are accurate, timely, objective and sufficient. This includes all near miss incidents.
· Seek advice and training if unfamiliar with procedures or equipment.
· Consider hazards or potential hazards before undertaking work. Ensure your knowledge of current hazards and risks are up to date.





Person Specification
Core Competencies:
· Consumer focused
· Quality focused
· Flexibility
· Strong relationship-building and networking skills.
· Communication – Excellent communication and cultural competency, including understanding of Te Ao Māori
· Organisation, Time management, Attention to detail
· Problem Solving & adaptability in dynamic environments
· Strong computer literacy 
Qualifications, Experience and Knowledge:
· Experience in disability support, social services, or community development.
· No minimum entry qualifications are required but you are encouraged to be working towards a New Zealand Certificate in Health and Wellbeing level 4 or hold a relevant equivalent qualification in a related field.
· Proven ability to lead programmes and build partnerships.
· A current, full New Zealand Driver’s Licence. 
Job-Specific Criteria:
· Understanding of the philosophy and practices of Person Centred Planning
· Previous experience in managing challenging behaviours
· Reliable and dependable
· Demonstrated ability to build relationships with people of all ages and backgrounds
· Demonstrated professionalism and integrity
· Willingness to take on additional day-to-day tasks as required.

Key Relationships:
Internal:
· Teammates
· Community Support Workers; in-team, and across cover staff, pool and temporary 
· Lead Support Workers and SMEs
· Service Managers
· Service Coordinators
· Home Coordinators

External:
· Health professionals and providers
· Community Health Teams
· [bookmark: _Hlk159248164]Family/Whanau and Tangata Whenua
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