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CORLANN SOUTH EAST
WATERFORD SERVICES

Qualifications and Particulars of Employment

PERMANENT FULL TIME TEAM LEADER – NOVA SERVICES 

(Senior Supervisor/Instructor Grade)

1.	Tenure of Employment
This is a permanent full-time post.  Compulsory Retirement age is 70 years.

2.    	Qualifications and Experience
	The appointee must:
a)  Have a relevant third level qualification in training, education or social care.
b)  Have at least 3 years post qualification/registration experience gained with an up-to-date knowledge of current thinking and practice in services for people with intellectual disability 
c)  An appropriate management qualification is essential and relevant management experience is desirable 
d)  High support and challenging behaviour experience essential
e)  Experience of New Directions and developing and implementing the EASI tool framework would be an advantage
f)  Have excellent communication skills
g)  Have the ability to listen and respond to the needs of people who use the services
h)  Have the ability to be innovative and creative and work on one’s own initiative
i)  Be computer literate
j)  Possess a full clean current driving licence.
k)  Experience supporting individuals with autism would be an advantage.
l)  Experience of working as a member of a team is essential.

3.	Remuneration

	Salary Scale (pro-rata) – Senior Supervisor/Instructor Grade 
€41,431; €42,317;  €43,595;  € 44,920;  € 46,295;  €47,717;  € 49,192;  €50,719;  €52,317 €54,011;  €55,805 LSI


*Successful candidates are required to submit all documentary evidence outlining any relevant experience within 3 months of starting date.  Failure to do so will mean that any incremental credit due will only be paid from date of submission of documents.
All new entrants to the Public Service will start at the first point of this scale.


4.	The normal working week will be on a 78-hour fortnightly basis.  Starting and finishing times will be notified to the appointee from time to time by the Services Manager.  The appointee may, however, be required to work additional hours arising from the duties of the appointment with compensation for these hours by way of time off in lieu.  The Corlann model of service is based on Personal Outcome Measures requiring employees’ to be flexible in their working hours to provide a quality service delivery for each individual.


5.	Health
The successful candidate must be free from any condition, which would render him/her unsuitable to hold the appointment, and must be in a state of health as would indicate a reasonable prospect of ability to render regular and efficient service.  To satisfy this qualification, the successful candidate will be required to undergo a medical examination by the Occupational Health Nurse/Physician.  

6.	Duties
The general duties of the appointment are as described in the attached Job
Description.

7.	A short list of candidates to attend before the Selection Board will be prepared by the selection Board from an examination of statements of qualifications furnished by the candidates.

8.		The Services Manager will notify the successful candidate of the mandatory/compulsory courses/training which employees are obliged to attend.  Mandatory training, for example, manual handling, health and safety courses etc., form part of the conditions of employment along with the Organisation’s statutory obligation.  

9.	Note re Canvassing
Any attempt by candidates themselves or by any person(s) acting at their instigation directly or indirectly, by means of written communication or otherwise to canvass or otherwise influence in the candidate’s favour any member of the staff of Corlann South East or person nominated to interview or examine applicants, will automatically disqualify the candidates for the position they are seeking.





*A panel may be formed for Permanent/Temporary Part Time vacancies for the Waterford Services for a period of 6 months.
Enquiries for the above posts to Elisha O’Keeffe, Nova Services Manager by  email to Elisha.Okeeffe@corlann.ie
[bookmark: _GoBack]Closing Date for receipt of completed Applications Forms/CVs online is 1st November 2026
Shortlisting of candidates is on the basis of the information contained in their application form & CV







JOB DESCRIPTION

TITLE:		PERMANENT FULL TIME TEAM LEADER – NOVA SERVICES

Reports to:	Nova Service Manager or such other authorised person as the Employing Authority may designate.
		
Accountable to:	Regional Services Manager, Waterford Services 


ETHOS
The core values of our services have always been the dignity and humanity of each person.  How these are expressed has evolved over time with our greater understanding of the rights of all people with a disability, with the changing hopes and expectations of the individuals and families with whom we work, and with the growing expertise of all associated with our services.

DUTIES
The person appointed will be responsible for leading a Day Service team in Nova Services.  The person appointed should have the ability to proactively lead the team and inspire and motivate the ongoing development of effective teamwork. The team will facilitate the choices of and deliver supports to people who use services incorporating activities such as independent living skills, community integration, personal development, occupational and leisure activities within the context of the New Direction Model of Service Delivery.

The post holder will be required to take an active part in ensuring that the day-to-day operations of the Service reflect the ethos and vision of Corlann South East and that all co-workers are meeting the needs of the people who use services therein.  

Subject to the agreed policies and procedures of Corlann South East, the person appointed shall: - 

Advocacy and Rights
1. Respect each person who uses services as an equal citizen.
2. Uphold and respect the human, legal and constitutional rights of individuals supported by the services, recognising their individuality and equality, and empowering them to grow, thereby achieving the highest possible level of personal autonomy.
3. Facilitate, encourage and develop the choice and decision making skills of individuals supported by the services.
4. Facilitate, encourage and develop the self-advocacy skills of and opportunities for involvement in advocacy for individuals supported by the services. 
5. Enable each person supported by the services to pursue and maintain their individual hobbies and interests
6. Facilitate people who are supported by the services to actively participate and integrate into the community, through use of generic community facilities.

Support to the individual
7. Inquire/explore with the individual and their family a vision for a good, full, inclusive life, a vision with an appropriate sense of possibility and an appropriate scale of ambition.
8. Act as a “Key Worker” for specific persons
9. Working collaboratively with the individual and their family support the individual in the implementation of this plan.
10. In the context of this plan support the individual to develop their skills in the areas of
· Skills Training
· Communication
· Behaviour Support Plans
· Independent living
· Social Integration and the use of community facilities
· Personal Care
· Personal Development
11. Seek out opportunities for the individual to participate in social, work or training activities of their choice which are in socially inclusive settings
12. Support the individuals supported by the Services to develop their skills through structured training modules
13. In the context of the person centred develop and implement appropriate work, skills, leisure and social activities for people who use services 
14. Under the direction of the multidisciplinary team implement behaviour support plans that are put in place and adhered to
15. Foster, encourage and develop the self help and social skills of the individual so as to achieve the highest possible degree of personal autonomy.
16. Identify risks inherent in the provision of support  to the individual, assess and document appropriately

Management & Leadership:	

17. ensure the Health Information and Quality Authority are notified in a timely manner in all matters relating to the regulation of the centre;

18. in accordance with Health Act 2007 and HIQA Regulations and Standards, ensure the legislation requirements are adhered to by continuous monitoring, inspection and audit of the designated centre;

19. as a member of the New Directions Services Team ensure the necessary requirements of the registration process are in place to achieve the Registration for the day centres;
20. Co-ordinate all aspects of services provided within the centre.
21. Develop and lead the implementation of a team based performance management approach to achieving the goals of the Services’ strategic plan.
22. Ensure that staff in the centre are familiar with and adhere to the policies, procedures and codes of practice that relate to staff and individuals supported by the services;

23. Manage the attendance and performance of staff assigned to the Centre and report as required.
24. Be responsible for the orientation and induction of staff and individuals supported by the services to the Centre
25. Facilitate staff attendance at case reviews, P.C.P.s and appropriate training courses;
26. Lead the team in ensuring that individuals are facilitated in achieving their personal outcome measures.
27. Welcome and foster a team approach including the delegation of responsibility, utilizing the diverse skills and experience of all team members;
28. Report to the Services Manager regularly on all aspects of the service and otherwise as requested.
29. Maintain excellent standards in record keeping and report writing.
30. Contribute to the development of and supervise the implementation of Service monitoring systems.
31. Co-ordinate the roles of the various disciplines within the Centre, to produce effective team work and ensuring maximum benefit of support to individuals supported by the  services and the maximum performance of the staff team.
32. Role model the maintenance of high standards of care and practice in student placements by facilitating and evaluating student learning, including taking responsibility for transmitting knowledge, skills and attitudes.

Money and Budgets
33. In consultation with the Services Manager prepare and monitor the agreed budget for the Centre.
34. Ensure that all petty cash and the personal monies of individuals supported by the services are properly accounted for in accordance with Service policy.
35. Ensure that goods and services received are prudently used for purposes intended, and that all such goods and services are properly accounted for.

Communication
36. Convene, attend and participate fully in regular staff team meetings where all aspects of the Centre are discussed with a view to maintaining high standards, open communication among staff and good levels of staff morale;
37. Ensure that good and respectful communications and relationships are developed and maintained with:
a. Individuals
b. Individuals supported by the services and their families
c. all other staff involved in the provision of both residential and day services and Multidisciplinary team members
d. families, visitors, volunteers and other such personnel who visit the Centre
38. Co-operate effectively as a member of the multi-disciplinary team in promoting the best interests of the individuals in the service area.
39. Develop and maintain good relationships with the families of individuals supported by the services and encourage their involvement in the ongoing development of the person;
40. Organise, attend and participate fully in meetings as required e.g. Person Centred Planning meetings, Service Area reviews, team meetings.  Record meetings in line with agreed procedures.

41. Actively participate fully in the developing and maintaining good relationships with local residents and community organisations.
42. Participate in the monitoring and recording of the progress of each individual in line with agreed procedures, keep any records that may be required and ensure that all such records are accurately written, maintained and submitted.

Training & Development

43. Attend and contribute appropriately at lectures, courses and meetings as required and share information and knowledge gained with colleagues;
44. Liaise with the Training Department regarding identification of the training needs of staff in the Centre;
45. Take responsibility for identifying their own training and development needs;
46. Attend mandatory training courses and achieve required standard;
47. Keep up to date with current developments in services for people with intellectual disabilities e.g. Personal Outcome Measures, Person Centred Planning, “New Directions – Review of day Services and Implementation Plan – 2012-2016
48. In keeping with changing needs of people and service provision support, lead transition and reconfiguration of supports.

Health & Safety
49. Be conscious of health and safety matters in the work place and in particular to comply with employees’ obligations as set out in the Safety, Health and Welfare at Work Act, 2005 and to ensure that the procedures set out in the Safety Statement are implemented at all times.
50. Carry out regular Health and Safety Audits and Fire Drills.
51. Be conversant with existing fire regulations and emergency procedures and participate in the implementation of same.  Make people who use services aware, in so far as possible, of Fire Drill procedures.
52. Ensure equipment is properly operated and maintained and that the centre, ancillary facilities and their surroundings are maintained in a clean and tidy condition.  The person appointed will be expected to train and supervise people who use services in this regard.
53. Report accidents/irregularities or other matters of safety concern to the Services Manager or such person as the Employing Authority may designate.
54. Identify risks, assess and document appropriately.
55. Achieve competency in driving the centre transport and participate in transport duties as required.

Flexibility
This is a broad outline of responsibilities of the post and is not exhaustive. Employees are expected to have a high level of flexibility and a willingness and ability to develop new approaches to their work. Duties and responsibilities of any post in the Services are likely to change with the ongoing needs and developments of the Services. Employees will therefore be required to carry out such other duties appropriate to their employment as may be assigned to him/her from time to time.  

Confidentiality
In the course of the employment the appointee may have access to, or hear information concerning the medical or person affairs of service users and/or staff, or other health service business.  Such records 

and information are strictly confidential and unless acting on the instructions of an authorised officer, on no account must information concerning service users, staff, or other health service business be divulged or discussed except in the performance of normal duty.  In addition, records must never be left in such a manner that unauthorised persons can obtain access to them and must be kept in safe custody when no longer required.







CORLANN SOUTH EAST
PERSON SPECIFICATION
	Team Leader (Senior Supervisor/Instructor Grade), Nova Services

	Education & Training

	Essential
	Desirable

	· Relevant 3rd level qualification in training, education or social care
· Manual Handling
· Management qualification

	


	Experience

	Essential
	Desirable

	· Have at least 3 years post qualification/registration experience gained with an up-to-date knowledge of current thinking and practice in services for people with intellectual disability 
· High support and challenging behaviour experience 
	· Relevant Management Experience
· Supervision of Students
· Working with people with Autism.
· Experience of New Directions and developing and implementing the EASI tool framework 

	Knowledge

	Essential
	Desirable

	· Knowledge of Corlann South East’s ethos
· A knowledge of current policy and developments regarding the provision of services to individuals with intellectual disability, ie New Directions Report 2012
· The ability to devise, develop and evaluate activity and skill development programmes
· Knowledge of Advocacy and Personal Outcome Measures
· Keyworker System
	· A proficient knowledge of behavioural management techniques
· C.P.I. Training


	Competencies/Skills

	Essential
	Desirable

	· Ability to lead and motivate a team effectively in the achievement of quality outcomes for individuals using effective Team Based Performance Management 
· Ability to develop good working relationships and partnerships with a range of individuals /agencies/multi disciplinary teams
· Budget management skills
· The ability to assess risk and develop risk management strategies
· The ability to use initiative in a proactive and accountable manner
· Excellent time management & delegation skills
· Excellent Computer skills relevant to report writing, inputting or time sheet and accounts, Adest,Excel
· Excellent report writing skills
· Ability to communicate clearly, competently and professionally
	· Ability to network

	Attributes

	Essential
	Desirable

	· Confident, self motivated, committed, enthusiastic, positive, participative management style
· Welcoming of change and committed to encouraging continuous improvement and learning
· Strong desire to support people creatively e.g. using volunteer system, social capital, discovery.
· Ability to accept delegated responsibility, make sound judgements and accurately decide when to refer issues on
· Flexible approach to service provision
· Full clean driving licence.
	· Sense of humour, openness
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