CARERS MILTON KEYNES

PARENT PARTICIPATION CO-ORDINATOR

JOB DESCRIPTION

Salary :

£ 18,000 per annum
Hours:
30 hrs per week (flexible working hours) 

Duration of Post:
Twelve months, initially

Responsible To:
Manager, Carers Milton Keynes

Working Under the guidance of a Parent Participation Steering Group

Purpose:
To develop and monitor the active involvement of parents of disabled children and children with additional needs within the design, delivery, staffing and evaluation of services within the borough of Milton Keynes.  This will apply to educational, health, social care and recreational services.  

To develop a representative democratic structure for parents of disabled children based on the principles of the local Parent and Carers’ Alliance (PACA).
Main Duties and Responsibilities:

1. Together with the Parent Participation Steering Group to develop a consultation framework for parents and carers of disabled children and children with additional needs in Milton Keynes. 

2. To develop and co-ordinate links with representatives of parents’ organisations.

3.  To monitor and oversee consultation activities with parent carers in Milton Keynes.
4.  Maintain a strong link with MK Council’s Children and Families work to ensure that parents are involved at a strategic level and that advance warning is received of forthcoming consultations.
5. Contribute the training and support of parents to enable them to take an active role in decision-making bodies.

6. To maintain and develop PACA’s website and be responsible for publicising PACA’s work.  

7.  To oversee different methods of communication between parents and parent networks including newsletters and social media.  To prepare material about PACA and its activities for external publication. 
8.  To prepare reports as requested by the Parent Participation Steering Group or by the manager of Carers Milton Keynes.  

9.  To develop robust links with education, health, social care and recreational organisations to further the work of PACA. 

10. Maintain and keep up-to-date PACA’s database. Communicate regularly with all parents who are registered on this database, being aware of parents’ key issues.

11.  Organise events for parents and carers of disabled children under the guidance of the Parent Participation Steering Group, with the support of Carers Milton Keynes.

12. Co-ordinate meetings of the Parent Participation Steering Group and take minutes of its meetings.
13. Respect at all times the confidential and impartial nature of the work.

14. To attend meetings across the borough (and possibly beyond) as required.
15. Attend team meetings of Carers Milton Keynes and undertake supervisions and training as requested by the Manager of Carers Milton Keynes.

Carers Milton Keynes
Tel: 01908 231703: Fax: 01908 660867: email mail@carersmiltonkeynes.org
11/01/12
CARERS MILTON KEYNES
Parent Participation Co-ordinator

PERSON SPECIFICATION

	Attributes
	ESSENTIAL
	DESIRABLE

	Education and Qualifications
	Good general standard of education including use of technology
	Degree and ECDL or equivalent

	Equal Opportunities
	Ability to demonstrate awareness/ understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs
	

	Experience and Knowledge
	Prior experience and knowledge of social care for children,   education of children with disabilities, or health services for children with additional needs
	Prior experience and knowledge of more than 1 of these areas.

Experience of recreational opportunities for children with disabilities

Working with parents/carers of children with additional needs 

	Abilities and Skills
	Building effective inter-personal relationships

Clear communicator
Good note and minute taking skills

Able to create and use spreadsheets

Able to work independently 

Team work
	Able to write in a reader-friendly style

Handling of petty cash
Good IT skills, including accurate data entry

Experience of financial management



	Use of Car
	The post holder must have access to a car and be prepared to drive both within the Borough and outside.
	

	CRB
	This post requires clearance of an enhanced criminal records bureau disclosure
	


Parent Participation Co-ordinator - ADVERT

Based in Milton Keynes

Salary £18,000

Part time, 30 hours per week

25 days annual leave (pro-rata)

We are looking for a person with knowledge of the issues faced by the parents and carers of children with additional needs.  The role will develop consultation streams and projects and provide administrative support for the work of the Parent and Carers Alliance.

The successful candidate will have:

· Commitment to continuous professional development

· Excellent computer skills

· Initiative

· Excellent communication skills

· Experience of  co-ordinating and participating in meetings

· Prior knowledge of services for children with additional needs

For further information and a job pack please go to our website www.carersmiltonkeynes.org or email mail@carersmiltonkeynes.org or phone 01908 231703

Closing Date:   January 27th 2012

Interviews        February 7th 2012 

Carers Milton Keynes is an equal opportunities employer

Charity No. 1116804

Company No. 005577393
