[image: image1.jpg]X

\
7

etb

Bord Oideachais agus
Oiliéna Dhiin nanGall
Donegal Education and
Training Board




Job Description for the Position of Youthreach Co-ordinator

The duties of the Co-ordinator will include, but are not limited to the following:

· Responsibility to the Chief Executive via the relevant Adult Education Officer for the overall daily management of the centre

· Maintenance within the Centre of an ethos appropriate to adult learning.

· Development, delivery and monitoring of the Centre programme, including curriculum development, maintenance of discipline, administration of certification procedures, organisation of work experience

· Supervision of Centre staff, staff development, team formation and leadership

· Implementation of Youthreach Quality Framework, including centre development planning and evaluation

· Recruitment of trainees

· Development, implementation and evaluation of appropriate responses to education and training needs of participants, including identification and implementation of indicators of outcomes for learners

· Liaison with the local community and establishment of partnerships with local schools and with appropriate agencies/organisations
· Budgeting and financial management within the financial framework of the ETB system

· Skills’ Tutoring subject to a maximum of 15 hours per week
· Assessment and monitoring of trainees’ course work; in the main, Youthreach uses the FETAC system of accreditation

· Administrative duties appropriate to the post, including establishment and maintenance of systems for record keeping and reporting to Donegal ETB and to the Department of Education & Skills
· Development and implementation of a counselling programme.

· Management and development of premises, including health and safety.

· Development of and participation in a staff development programme.

· Networking with County Co-ordinator, other Co-ordinators and Centres

· Provision of substitution cover for absent staff and supervision of participants as necessary during breaks and at opening and closing of the centre

Salary

€ 36,209 - € 60,648


€ 32,588 - € 54,583 (new entrant)

Hours of work

Co-ordinators will work 37 hours per week in a flexible manner that may include occasional evenings and weekends/residentials, in accordance with service needs. Centres operate 226 weekdays per annum. Attendance outside of office hours is by prior agreement with the Adult Education Officer and will be offset against normal hours of attendance. The Co-ordinator is responsible for the opening and closing of the Centre at times to be agreed with the Adult Education Officer. 

Annual Leave

30 days’ leave (and Public Holidays) may be allowed together with such short periods of leave which may be permitted at Christmas & Easter.  Annual leave shall be taken during periods when centres are closed to trainees.
