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JOB DESCRIPTION

Job Title: 

Independent Travel Training Co-Ordinator 
Accountable to: 
Project Development Manager for Life Long Learning
Responsible For: 
N/A
Salary:


£25,000 per annum
Location:

One post in London and one post in Berkshire
Hours:


Full Time (39 hours per week)
Contract:

Annualised - One year fixed term
MAIN DUTIES AND RESPONSIBILITIES
1.
To be responsible for organising and delivering daily, person centred independent travel training to adults with learning disabilities.
2.
To be responsible for teaching Norwood staff how to deliver independent travel training.
3.
To be responsible for designing and delivering workshops related to independent travel training.

4.
To ensure that each trainee has an agreed Individual Learning Plan (ILP) that this is worked towards, regularly reviewed and relevant action taken.
5.
To implement the use of assistive technologies that will be used to assist the travel training process.
6.
To collate and analyse data to ensure the outcomes are met.
7.
In conjunction with the Project Development Manager for Life Long Learning, to monitor the   performance of the travel training project and implement any necessary measures to ensure quality of service and adherence to outcomes.
8.
To meet agreed targets as set by the Project Development Manager for Life Long Learning and to ensure that risk assessments are undertaken and risks minimised.
9.
To be willing to work flexibly in order to meet the needs of the service. This may involve, in some circumstances, working in split shifts and unsocial hours.
General
1. To maintain standard of dress that is appropriate to role and in accordance with the organisation’s dress policy.

2. To maintain confidentiality at all times and to ensure respect for, proper observance of and adherence to Norwood's confidentiality policy for all staff.

3. To attend regular supervision sessions with line manager, regular team meetings and undertake relevant training as and when required.

4. To take all reasonable care of the health and safety of her/himself and of other persons who may be affected by her/his acts or omissions.  As regards to any duty or requirement imposed upon the organisation by or under any of the relevant statutory provisions, to co-operate with the organisation as far as it necessary to
5. enable that duty or requirement to be performed or complied with.  To report to the Health and Safety Manager either serious risks or your concerns over safety issues.

6. To work collaboratively with volunteers to ensure that their contribution enhances quality of service provision  and support across the organisation.
7. To work at any other Norwood location, as and when required. 

8. To undertake any other duties which are consistent with the post.

This job description is not an exhaustive list of duties and responsibilities and is subject to change in accordance with the needs of the service.
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