Lightburn Elderly Association Project (LEAP)

Job Description – Dementia Activities Co-ordinator
Post Title:

Dementia Activities Co-ordinator
Reports to:

Dementia Services Development Officer
Hours of work:
 17.5 hours
Location:

199 Hamilton Road, Cambuslang, G72 7PJ

Job Overview

The Dementia Activities Coordinator is responsible for planning, organising, and implementing a variety of engaging and meaningful activities tailored to the needs of people with dementia within the lunch clubs and music groups. They will also contribute to the activity programme within the Friendship groups. The role aims to enhance the quality of life for group members by stimulating cognitive function and promoting physical and social well-being. The coordinator will work closely with the dementia development officer and friendship group co-ordinator to ensure a cohesive programme of activities is planned and implemented.  
Key Accountabilities
Service Excellence

· Provide a high-level client service at all times.

· Offer emotional support and reassurance to group members during activities, recognising the challenges associated with dementia, whilst encouraging socialisation and interaction.
· Foster a calm and supportive atmosphere, ensuring group members feel safe and respected.
· Develop and lead activities that are specifically designed for individuals living with dementia and older people, ensuring they are appropriate, enjoyable, and stimulating.
· Maintain a safe environment, ensuring all activities are conducted in a safe and suitable environment, minimising the risk of injury.

· Make necessary reasonable adjustments for impairments, adapting activities to the cognitive, physical, and emotional levels of group members, offering choices that support their independence and dignity.
· Incorporate memory aids, sensory materials, and other dementia-friendly tools to enhance the experience and support engagement.

· Utilise music, art, reminiscence therapy, and sensory exercises to stimulate cognitive functions.
· Engage with members of the public and current carers to identify gaps in the community engagement programme and develop a new group from these findings.
· Ensure activities are carried out in accordance with the relevant policies and standards.
Project Support
· Identify a programme of activities for individuals with dementia and members of the friendship groups, linking with our adult education programme where appropriate.
· Work closely with dementia services development officer to gather insights into group members preferences, moods, and individual needs.
· Assist with the marketing and publicity of the project to maintain a high area profile.
· Contribute to monitoring and evaluation systems and producing statistics.
· Effectively administrate to maintain information systems.
Managing Relationships

· Help the dementia services development officer to actively recruit new members. 

· Develop strong relationships with key stakeholders within the community.

· Raise awareness about the Dementia Groups and their impact on the community.

· Act as a spokesperson for LEAP at relevant events.
· Celebrate success with volunteers. 

· Liaise effectively with colleagues to exchange information and provide support when required.

Organisational Support

· Attend internal and external events, meetings and training as required.
· Prepare documents, letter, forms etc using IT packages ensuring effective communication in line with LEAP’s ethos and standard media forms.

· Ensure compliance with LEAP’s policies and procedures.
· Perform any other duties as required by LEAP. 

· Provide support to colleagues as required.

· Travel independently within the locality to attend the groups, various meetings and events. 

· The post may involve occasional evening or weekend work, for which time off in lieu can be claimed.

This job description serves to illustrate the type and scope of duties required for the above post and to provide an indication of the required level of responsibility.  It is not an exhaustive or exclusive list and duties may vary from time to time.

Please see person specification below

Person Specification

CORE COMPETENCIES

Planning &            Establish an appropriate course of action for oneself and/or others to

Organising          accomplish specific goals and operates within deadlines while managing their time as efficiently as possible.

Motivation:            Focuses energy to make things happen with positive results.

Judgement:            Makes decisions, analyses data, generates new ideas and determines priorities.

Flexibility:              Demonstrates the ability to adapt to all situations and to achieve tasks quickly                               and efficiently and within the set deadlines. Understands and responds to change in the company.

Communication: Demonstrates clear, two-way communications at all levels.

Teamwork:              Works with and helps others to achieve common standards.

Initiative:                  Generates ideas and acts to solve problems.
