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JOB DESCRIPTION

ADULT & COMMUNITY BASED SERVICES
JOB TITLE:
Community Hub Coordinator 
DIVISION:
Community Hubs
GRADE:


Band 10
RESPONSIBLE TO:
Community Hub Manager
POST REFERENCE: 
107465 (Central)




107463 (North & South)
107466 (Hub -Hosting the Centre for Independent Living)
Purpose of Post

· Working with Community Hub Coordinator colleagues to deliver an inclusive Community Hub Service  to the public of Hartlepool under the direction of the Community Hub Manager

· To be responsible for the effective delivery of front line services.
· To work in partnership to raise awareness of the services available at the Community Hubs and increase participation in the services 

· To be aware of statutory service requirements including national library initiatives to support services. 

· To take lead responsibility in the specialist areas of library work of health, history (local and family) or branch library requirements.

Key Relationships

To work with the Community Hub Manager and be part of the management team to coordinate, develop and deliver services within the Community Hub model. 
To work with colleagues within Community Hubs and the wider Preventative & Community Based Services teams, participating in the delivery of departmental priorities and provide joint service working with colleagues.
To manage staff involved in the delivery of frontline services
Main Duties and Responsibilities

1. To coordinate the management of, and communication with, Community Hub Officers to ensure services are delivered in line with HBC policies.
2. To be responsible on a daily basis for the community hub building(s), responsible for ensuring health and safety on site is maintained and on site security reflects local need, including access and use.  

3. Take lead responsibility for researching policies, procedures and guidance in the designated specialist area of library provision, keeping up to date on new developments and making recommendations to the Operations Librarian. 

4. To provide guidance and advice to members of the public, members of the voluntary and community sector and other organisations on legislation, regulations and national guidance relating to specific specialist areas such as health, history or branch library provision.  This will include formal presentations and talks as required.

5. To research, design, develop and deliver sessions for a range of audiences to engage people in reading and learning.

6. To ensure all service points are appropriately staffed and that all necessary communication with the public is provided.

7. To manage and coordinate the staff appraisal system, staff supervision meetings, training and absence monitoring.

8. To ensure all services and service points are managed in line with Health and Safety, HBC and HR procedures
9. To take a role in the recruitment, selection and induction of staff.

10. To identify team and individual training / development needs and actively engage in meeting these needs where appropriate. 

11. To participate in staff development and training programmes according to the Council and Department’s policies.

12. To market and promote the events and services of the Community Hubs to raise awareness of the services available and increase participation in the services

13. Responsibility for finance in terms of the Community Hub and Library income.

14. To programme services, activities and events within the Community Hubs

15. To explore creative ways to implement solution focused practice.
16. To manage change within the service moving forward and motivate staff to ensure they understand the changes to services and facilities to enable them to signpost users to the variety of services on offer.
17. Develop service plans based on statutory, national and corporate priorities and supervise their implementation.
18. To work in other Community Hubs as and when directed by the Community Hub Manager.

19. To work with local and regional organisations to promote and develop Community Hub Services.

20. To work in accordance with all Council policies including Health and Safety regulations and equality and diversity strategies.
21. To work with HR and other HBC departments to ensure the effective implementation of HBC policies and procedures.

Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date:  24/05/2019
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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