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Me Time Programme Coordinator








	[bookmark: _Hlk185500031]About the Team and the Role
Me Time is Mencap’s social inclusion, leisure and community led programme, supporting people with a learning disability to develop the skills and confidence to develop relationships and be fully included in their local community. 

      What we would like you to do
· Lead and support Me Time colleagues to ensure everyone we support can live life to the full, with person-centred, high quality, community inclusive support, grounded in Mencap’s values and enabled by a highly motivated and capable team.

As a member of the Me Time team
· Role-model Mencap’s values in all that you do, and support and enable colleagues across Me Time to do the same.
· Play a key role in planning, monitoring and delivering community opportunities, ensuring we are always listening to and being led by the evidence and lived experience of people with a learning disability. 
· Work with colleagues to ensure decisions are taken with more empowered and more autonomous ways for working guided by our values, the needs of people with a learning disability, but with clear lines of accountability and performance monitoring and management. 
· Take personal and visible leadership and accountability for ensuring good practice in safeguarding and avoidance of harm.

Leadership
· Be a local leader, demonstrating Mencap values and contributing fully to all aspects of Me Time’s plans and strategic direction.
· Be a visible and personable leader of the local team colleagues with a passion for recruiting, retaining and developing skilled and motivated people.
· Design and deliver good quality Me Time support, with ongoing performance review and capability development throughout team.
· Demonstrate a focus on developing high quality, high impact person-centred support to people with a learning disability and their families.
· Provide leadership for local Me Time, maintaining strong and effective partnerships with local partners, commissioners and purchasers of Me Time.

Budgeting & Resources 
· Ensure effective financial management and forecasting takes place with the Programme Lead, monitoring the allocated budget, processing invoicing and completion of service portal, as required.
· Reconcile monthly financial submissions in a timely manner and monitor spends to ensure effective & control of budget.
· Safe management of a range of resources, demonstrating compliance and quality assurance for community venues & hubs, fulfilling contract agreements and reviewing regularly with colleagues.
· Planning and delivering a robust range of community opportunities, reviewing with colleagues and people supported to respond to changes and  
· 
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AI-generated content may be incorrect.]What you will bring to the role (Essentials)
· A passion for improving the lives of people with a learning disability, as individuals, in communities and nationally. 
· A values-led approach to leadership and a commitment to role-modelling the Mencap values. 

Please note: This job description is not intended to be exhaustive. Duties and responsibilities may evolve over time to reflect the needs of the organisation and the role.
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“This isn’t just a job - it’s a chance to help change the lives of people 
with a learning disability and their families. If you’re passionate about 
making a difference, join Mencap in building a more inclusive future.”




	Mencap and our Commitment to Safeguarding
Mencap is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults, and expects all staff and volunteers to share this commitment. 
Successful applicants will be subject to appropriate pre-employment checks, including references and, where applicable, an enhanced Disclosure and Barring Service (DBS) check. 
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