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	Job title:
	CE Supervisor

	Location:
	Tolka River Project, Buzzardstown Town House, Blanchardstown.

	Report to:
	Sponsoring Body & Line Manager.

	Staff
	Works with 7  participants as part of a team 

	Purpose:
	To provide a quality self-development programme to participants who are stabilised on methadone enabling them to progress to a level where they can integrate within the community through education, training and support.


KEY RESULT AREAS:

1. To assist in the management of the CE Scheme ensuring the recruitment process from vacancy to induction runs smoothly and efficiently, and in line with DSP requirements to ensure that the scheme numbers are maintained.
2. To develop, implement and evaluate individual learning plans and training plans for both individual participants and the CE Scheme as a group. To ensure participants are being developed to their maximum potential through the tailoring of the programme content and individual training needs, whilst utilising budgets efficiently.
3. To establish good working relationships and networks in the wider community to aid participant progression, particularly with agencies in the Blanchardstown Inter-agency Protocols Initiative, to support clients take responsibility for and remain committed to their progression and TOLKA RIVER PROJECT placement.

4. To strengthen TOLKA RIVER PROJECT participants’ motivation to learn and develop through regular support, supervision and training needs sessions. This includes proper monitoring and feedback on their placement progression.  When necessary to initiate disciplinary proceedings to ensure that staffing issues are dealt with promptly.
5. To work closely with the TOLKA RIVER PROJECT Manager regarding the day-to-day activities and development of the participants as they engage in their rehabilitation programme. This includes all operational issues in relation to annual leave, absenteeism, etc to ensure that good practice is consistently applied within the same.
6. To complete all relevant DSP documentation on time and in line with requirements. To ensure that all administrative duties relating to the financial systems of the scheme are dealt with in a timely manner.


7. To be open to directions from DSP as and when required, for example, ad-hoc reporting, auditing and general correspondence.


8. To assist in the management of the CE Scheme budgets and expenditure, in conjunction with the Sponsoring Body to ensure that the scheme is not over or underspending.
9. To monitor and evaluate individual participant training plans, carry out regular evaluation from vocational/education modules within the programme content, participant performance review and clear progression planning. The focus should always be on exit and progression planning for individual participants.
10. To participate in regular CE Scheme and TOLKA RIVER PROJECT meetings as and when required to ensure that communication is clear and effective for both participants and case managers. 
11. To ensure that the CE participants are adhering to all Health, Safety and Welfare policies of the project to ensure their own safety and well-being and that of the other staff and participants.

PERSON SPECIFICATION

Education

Possess a relevant qualification in community development/education and training/ or other relevant discipline.
Payroll/Accounts qualification 
.
Experience

1. Experience of working with marginalised groups, ideally with persons affected by addiction
2. Experience of working as a supervisor or in a similar role

3. Experience of working on a one to one basis with marginalised groups

4. Experience of working on computerised accounts/payroll systems
5. Experience of developing and evaluating targets/goals with individuals within a SMART model.
Knowledge & Skills

1. A knowledge of the implementation of the DSP training and development plan and DSP quality approved systems

2. Organisational skills

3. Negotiation skills

4. Excellent administration skills, including computer and written report writing skills (monthly project progress reports including statistics and accounts information)

5. Facilitation Skills

6. Ability to be discreet and diplomatic

7. Excellent Communication Skills, including 
8. A knowledge of employment law
9. Knowledge of payroll, accounts and pay systems.(essential)
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