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Offaly Traveller Movement

Local Training Initiative Assistant Coordinator 
Job description and person specification

Offaly Traveller Movement (OTM) is a Traveller-led community development organisation, working to address issues facing Travellers in the region including, health, accommodation, youth, education, cultural and ethnic identity and human rights. OTM is delighted to be seeking a dynamic person for the post of LTI Assistant Coordinator. This Assistant Coordinator will assist OTM in establishing the first LTI programme for Travellers in Offaly.  OTM identified the need for a culturally appropriate Traveller specific training initiative to address the significant barriers Travellers face when accessing education, training and employment. 

The purpose of the post will be to assist in the set-up, development and implementation of a Local Training Initiative for Offaly Traveller Movement in partnership with the LOETB.

Nature of the post

This post will be a full-time, 39 hours per week and subject to funding from the LOETB.  There may be an option for part time position.
Salary
€ 29,781.96 pro rata (€572.73 per week) fulltime
Direction & Accountability

The work of the LTI Assistant Coordinator will be directed by the OTM Managing Director to whom the post holder will be accountable. 

Duties and responsibilities

Directed by and reporting to the OTM Managing Director, the LTI Assistant Coordinator will work closely with the LTI Coordinator and with the staff of OTM. The Assistant Coordinator appointed will be expected to assist the Coordinator in implementing the work on the programme and meet an agreed set of performance targets, within budget.
The main duties and responsibilities will include:

· To assist in the development of the LTI in consultation with the learners, LOETB, OTM and other appropriate supporters, which meets the learning objectives / participants needs
· To deliver and evaluate modules for the LTI - Hands on delivery of training of QQI modules
· To identify QQI accreditation opportunities and facilitate learners in pursuing and achieving a major QQI award
· To source external training and co-ordinate the activities of external tutors with the LTI Coordinator. 

· To assist the LTI Coordinator in the recruitment of participants for the programme in conjunction with the OTM staff team
· To assist in the provision of ongoing support to learners to ensure they benefit from and

successfully complete the programme

· Organise accreditation of the LTI modules where appropriate in conjunction with the LTI

Coordinator

· To attend regular meetings with the LTI Coordinator to develop ongoing work plans
· To assist in the evaluation of learners progress with regular group and individual sessions
· To assist in the development of individual learning plans with learners and facilitate progression to other forms of training, education or employment
· To comply with all LOETB Quality Assurance requirements

· To keep and maintain project records in accordance with the requirements of OTM / LOETB / QQI

· To monitor, record and report course participants’ attendance to LOETB on a weekly basis

· To work with LTI Coordinator and OTM finance team to maintain all necessary financial records and provide monthly and other financial reports to LOETB 
· To assist the LTI Coordinator to implement Health and Safety procedures as per current legislation (including Covid compliance)
· To represent OTM at meetings, seminars and conferences as relevant;
· To participate in staff meetings, supervision and training
· To provide written reports to the Managing Director and OTM Board of Directors when required 

· To carry out any other duties deemed necessary as requested by the LTI Coordinator, Managing Director or Board of Directors.
Person specification

The successful candidate will be a vibrant and dynamic person with the ability to work under their own direction and as a member of a team. She/he will have the following essential and desirable attributes:
	Qualifications & Knowledge
	

	A third level academic qualification and/or recognised training qualification and have practical training experience of working with groups and on a one-to-one situation.
	Essential

	A thorough understanding of Traveller issues, particularly in relation to education and long-term unemployment.
	Desirable

	Working knowledge of QQI modules/certification procedures and experience of delivery of same.
	Essential

	Experience
	

	Be able to evaluate learners progress with regular group and individual evaluations and develop individual learning plans to facilitate progression to further training, education and/or employment
	Essential

	Experience of report writing including; the ability to plan, develop and execute training timetables and assist in the administrational and financial requirements effectively 
	 Essential

	Skills and capacities
	

	A demonstrable commitment to human rights and social justice and a commitment to work from an anti-racist and equality work perspective
	Essential

	Demonstrated capacity to work on your own initiative and as part of a team;
	Essential

	Excellent communication, group facilitation and interpersonal skills 
	Essential 

	Excellent computer skills; including word and excel 
	Essential

	Excellent people management and the ability to work with a wide range of stakeholders 
	Essential 

	Be dependable and flexible 
	Essential 

	Access to own transport with a full driving license, up to date NCT, motor tax and class 2 insurance
	Essential 


The position is subject to ongoing funding from the Laois Offaly Education Training Board
OTM is an equal opportunities employer
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