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Position Description
	Reports to
	Service coordinator

	Staff reporting to position
	Nil

	Location
	Aspirations sites – Kumeu, Makatoa and Twin Vines (Auckland) and Maranga (Wellington)



Job purpose
An Aspirations site provides community and site based activities that focus on recreational opportunities, learning and personal development, social skills, community engagement, and progression toward relevant work or volunteering opportunities for adults with a disability.

An Aspirations site facilitator plays a key role assisting with the organisation of the site they have been assigned. The Aspirations site facilitator reports directly to a service coordinator, and combines direct support for people with intellectual disabilities, and a range of administrative and supervisory functions, as well as to coach and supervise the work of other staff members. This will ensure that each site operates in compliance with relevant standards and that the service provided to the people supported are responsive, individualised and of a high quality. 
The Aspirations site facilitator’s tasks and objectives also encompass those of a community support worker within Aspirations.

The Aspirations site facilitator role will assist and support Spectrum Care Ltd to achieve the following:

Vision Every New Zealander with a disability deserves a life of choice, freedom and independence.
Purpose To help maximise the potential of the people we support.
Behaviours we value Kindness is catching, listen completely, bounce back and do the right thing.

Additionally, an Aspirations service is under-pinned by the Enabling Good Lives (EGL) principles, and the Aspirations site facilitator must uphold these principles as core to the delivery of the service:

· Beginning early: There is a planned approach to services and supports, which assists the individual to achieve the life they want and is regularly reviewed/ updated. A person being supported is able to say, “I am able to review and change the services and supports I use.” Planning and trusting relationships support a ‘proactive’ approach with the person being supported and the people in their natural and intentional networks- to identify and co-ordinate care to support their needs.
· Self-determination: A person being supported is in control of their life. A person being supported is recognised as a unique individual with their own wishes and goals. A person being supported has information about opportunities so they can make informed decisions.
· Mana enhancing: The abilities and contribution of the person being supported is recognised and respected. They are listened to before and during being supported.
· Ordinary life outcomes: A disabled person is supported to live an everyday life in everyday places and to be a ‘part of’ their community through social participation and relationship building, like others at similar stages of life (social role valorisation principles). Individuals contribute to the community through a range of activities i.e. educational, social, recreational, employment and/or personal activities.
· Mainstream first: A person being supported has information to make informed decisions about opportunities and the supports they need. They are given everyday opportunities alongside other New Zealanders.


Principal accountabilities
Provide individualised support to each person being supported
· Identify and implement goal planning in partnership with each person in order to make progress toward achieving their goals and ambitions.   
· Encourage each person in the site to build increased levels of independence through responsive and individualised (person-centred) planning processes. 
· Assist each person in working towards their long-term visions and goals. 
· Assist each person to learn and develop new skills in areas of interest and/or areas that will be of benefit toward living a more independent life.  
· Support each person to be involved in the life of the community and in the process assist with: 
· The progression and development of social skills and 
· Providing the opportunity to develop and maintain friendships.  
· Provide the supports required for each person to participate in recreational opportunities of interest.  
· Encourage each person if capable to progress toward relevant work or volunteering opportunities of interest.  
· Widen the social relationships that are available to each person, including involvement with family and whanau. 
· Promote opportunities for each person to explore their cultural and spiritual linkages as applicable. 
· Provide a safe environment in which all of the above can occur. 
Oversee the completion of administrative tasks
Work with community support workers and the service coordinator to ensure that a variety of administrative tasks pertaining to the provision of services and the operation of the site are completed, such as:

· Creating a term by term programme that provides the opportunity for each attendee to work toward their individual goals.
· Liaise with key workers to arrange goal planning meetings, and communicate with family/whanau when needed.
· Assist key workers to update individual plans and complete reports.
· Monitor expenditures and purchase items as necessary.
· Escalate any health and safety concerns.
· Ensure regular completion of evacuation drills, and update fire safety plans as necessary.
· Vehicle management and equipment maintenance.
· Complete inventories as needed.
· Complete monthly reporting.
· Update eCase profiles as needed for attendees.

Assist with the daily operation of an Aspiration site
· Ensure that the site, vehicles, and other equipment are maintained in good condition.
· Ensure safety hazards are quickly identified and eliminated or minimised.
· Report any accidents and incidents to the workplace to service coordinator (or on-call service coordinator) immediately, or as soon as possible, to ensure investigation occurs in a timely manner and appropriate controls are identified and implemented to prevent recurrence.
· Identify and notify the senior management and property team of any property related issues.
· Ensure that the activities and outings run to the schedule of the organised programme.
· Support the team to follow and implement the strategies developed by behaviour specialists and speech language therapists.
· Liaise and maintain relationships with the family and/or all other supports related to each person being supported such as home support workers, planned break care, physiotherapist, health nurse, etc.
· Liaise and maintain community relationships such as community clubs, voluntary roles, transition services, special schools, other day service providers etc.

Supervise and coach other staff and supported employees
· Lead the way in service provision by being a role model for ‘best practice’ behaviours and promoting the achievement of personal goals for each person being supported in the site.  
· Provide ‘on-the-job’ advice, support, and direction to existing staff members
· Delegate tasks and oversee the quality of work.
· Brief staff members on relevant policies and procedures.
· Oversee completion of training requirements.
· Monitor compliance with both organisational and legislative standards.
· Report issues to the service coordinator (or on-call service coordinator) as soon as they arise.
· Perform induction training for new staff members.

Contribute to positive team functioning 
· Build constructive partnerships with others involved in the provision and improvement of services.
· Communicate relevant issues in a clear and prompt manner.
· Take a leadership role in staff member meetings, including pre and post-administration and follow-up with non-attenders.
· Facilitate meetings in absence of service coordinator.
· Promote team involvement and encourage innovation.
· Provide acknowledgment for the positive contributions of others.

Minimum appointment criteria
· Satisfactory criminal and traffic infringements record.
· Basic computer skills: must be able to use Microsoft Word, send emails and navigate the internet.
· Appropriate clearance from the New Zealand Police and Oranga Tamariki.
· A full current class 1 driver licence.

Formal qualification/educational level
A certificate or diploma in human services is preferred. Alternatively, a diploma in a related area such as social work, health, or education would also be an advantage. 
Work experience
Essential
· Significant previous experience working with people with disabilities is usually expected.
· Previous teaching or supervisory experience would be an advantage.

Preferred
· Experience in supporting people and their supports with an intellectual disability, autism spectrum disorder and/or foetal alcohol spectrum disorder.
· Experience in project management.

Key competencies
· Being a trusted partner by taking the time to listen, hear and understand, walking alongside and working together, being reliable, competent and sincere and working at the pace of the individual.

Additional skills and abilities 
Emotional maturity 
· Displays maturity by making good decisions even in difficult situations. Has a relaxed even temperament and is resilient in the face of obstacles and setbacks.
Communication skills
· Is able to express themselves in English, both orally and in writing, in a clear and understandable manner. Uses valuing language. Communicates effectively at all levels.
Self-organisation  
· Well organised; ensures tasks are carried out in a planned and methodical manner.  Displays good time management.
Inter-personal skills
· Can influence and direct others in a positive and constructive manner. Effective listening and feedback skills. Able to establish rapport and demonstrate integrity and reliability.  Able to generate innovate solutions.
Numeracy and computer literacy
· Record keeping, statistics and trend analysis, effective report writing and documentation maintenance, functional in all Microsoft office programs. 
Customer focussed
· Proactive in working with consumers, their family/whānau and their supports to achieve the desired outcome for each person.
Team player
· Able to work effectively as part of a wider inter-professional team both internally and externally. Effective relationships with Explore, the needs assessment and service coordination (NASC) and Dual Disability.

Acceptance
This position description was accepted by (name) _______________________________________


Date ____________________________


Signature ________________________
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