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Support Services Co-ordinator
Job Specification, Terms & Conditions
	Job Title and Grade
	Support Services Co-ordinator – 28 hours (4 days) per week 

	Salary
	The salary for this role is €32,000.

	How to apply 
	Please forward a one-page cover letter along with your curriculum vitae to info@braintumourireland.com.

	Closing Date
	Friday 22nd May at 5pm

	Proposed Interview Date (s)
	Initial interviews will take place (online) on Wednesday 3rd June.  Shortlisting may apply.

	Location of Post
	Hybrid
Work from home is an option by agreement with the CEO and depending on service needs.  Employees of Brain Tumour Ireland will be expected to attend a minimum of one full day every week in the Dublin Office.

	Informal Enquiries
	fiona@braintumourireland.ie

	Details of Service
	[bookmark: _Hlk190704755]Brain Tumour Ireland was founded in 2012 by a small group of people caring for a family member who was sadly lost to a Brain Tumour. As a national organisation our mission is to provide support and up-to-date information to people with brain tumours, their family/friends/carers, as well as to the medical and other relevant professionals.  To raise awareness of and promote education about brain tumours and to support research being carried out.
Vision: Everybody in Ireland affected by brain tumours is supported, informed and provided with the latest research.

	Reporting Relationship
	The post holder will report directly to the Chief Executive Officer. 

	General Principal Duties and Responsibilities























Specific Principal Duties and Responsibilities
	The Support Services Co-ordinator is expected to contribute to the ongoing development of support services in keeping with best practice and Brain Tumour Ireland’s Strategic plan in the following ways: -

· Actively support the Chief Executive Officer in the delivery of quality services ensuring Brain Tumour Ireland’s quality standards are maintained. 
· Actively manage the administration and day-to-day operation of the support services.
· Work within current legislation and policies, procedures, guidelines, and protocols as laid down by Brain Tumour Ireland.
· Treat service users and their families with dignity and respect, always upholding the vision of the organisation.
· Promote and maintain a welcoming, safe, supportive environment.
· Work constructively and in a positive manner within the Brain Tumour Ireland team to deliver services, which are safe, progressive, individualised, and meet the needs of those using the service.
· Promote the rights and responsibilities of each service user within the services.
· Promote physical, emotional, social, cultural, ethnic, and spiritual welfare of each service user.
· Actively participate in crisis management.
· Ensure strong record management on all service users supports.
· Keep records of and regularly update a list of services which can be signposted to service users.

Support Groups
The Support Services Co-ordinator will lead and manage the delivery of the following: -

· Managing the administration of the support groups.
· Monitoring the service to ensure compliance with Brain Tumour Ireland’s policies, procedures, guidelines and training plan.
· Overseeing the vetting procedures for new volunteers.
· Supporting the support group facilitators.
· Engaging in policy development where necessary or indicated.
· Reporting to the Chief Executive Officer on the progress of the groups.
· Delivering support group volunteer training to new volunteers.
· Participating in continuous development of volunteers through organising and
       running volunteer days and providing constructive feedback.
· Where appropriate, establish the need for and develop new Support Groups in accordance with Brain Tumour Ireland’s Strategic plan, both face-to-face groups and online groups.

Support Calls:
· To answer/return calls to Brain Tumour Ireland callers, who are seeking support and/or information, in keeping with the policies, procedures and guidelines of the organisation.

Support Emails:
· To respond to emails received seeking support and information in a timely, helpful and courteous manner in keeping with the policies, procedures and guidelines of Brian Tumour Ireland.
The above Job Specification is not intended to be a comprehensive list of all duties involved and consequently, the post holder may be required to perform other duties as appropriate to the post that may be assigned from time to time and to contribute to the development of the post while in office.

	Essential Eligibility Criteria
Qualifications and/ or Experience
	1. Professional qualifications 
· Professional qualification in either counselling, social work, group dynamics, facilitator training or other similar qualification. 
· Recent relevant knowledge and experience of working with groups, handling group dynamics and pitfalls.
· Minimum of two years of experience working in a similar role.
· Proven track record of developing services from initial idea, through to delivery.
· Experience working with groups in a supportive environment.
· Experience working in the Not for Profit/Charity Sector.
· Proven track record of working with people in diverse situations, cultural diversity, diverse states of health.
· Excellent IT (word, excel, powerpoint, zoom, teams) and presentation skills.
· Proven ability to work well with and win the trust and support of volunteers.
· Proven ability to prioritise and identify the key areas which will add value and make a difference.
2. Personal Characteristics
· Excellent interpersonal skills – display empathy, is open and approachable.
· Works well as part of a small team.
· Proven track record of working autonomously.
· Takes a practical and proactive problem-solving approach.
· Flexible to the needs of a small and responsive working environment in the Not-for-Profit sector.

	Desirable Eligibility Criteria, Qualifications and/or Experience
	Desirable Knowledge and Experience
· Experience delivering people-centred training.
· Experience working with calendly or other booking platforms.
· Experienced in facilitating groups.
· Experience working with life changing/long term illness.

	Other Requirements
	· Access to appropriate personal transport is a necessary requirement to carry out the duties and responsibilities of this post.
· Must be eligible to work in Ireland and have good spoken and written English.
· Access to a strong Wi-Fi connection is essential for the position.
· Willingness to work in a flexible way (evenings, weekends).

	This job description is a guide to the general range of duties assigned to the post holder. It is intended to be neither definitive nor restrictive and is subject to periodic review with the employee concerned.
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