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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Deputy Supervisor


	POST NUMBER:  1079STI

	REPORTS TO (Job Title):  


	Supervisor

	DEPARTMENT:   Yorkcraft

	GRADE: 6

	JE REF:
	0615
	PANEL DATE:
	220609

	1.
	MAIN PURPOSE OF JOB

To contribute in the deliverance of the Workstep Programme and other related programmes.  Contribute to the effective running of the Yorkcraft business



	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:



	
	i.
	To formally line manage Workstep employees to meet the objectives of the programme and in line with council policy and procedures 

	
	ii.
	To develop Workstep participants to progress on the programme and socially through identified goals in development plans

	
	iii.
	To be responsible for conducting participant’s development plans with regular monitoring and reviews

	
	iv.
	To increase the skills of participants on the programme through relevant training in all aspect of work

	
	v.
	To assist with supervising jobs and ensure commercial customers specifications are met including completion of all relevant documentation

	
	vi.
	To assist with production planning and optimising productivity and ensuring quality

	
	vii.
	To contribute to the evaluation of the Workstep Programme ie self assessment and inspection

	
	viii.
	To continually monitor and be responsible for the working environment

	
	ix.
	To assist with risk assessments, COSHH, inventory, stock taking

	
	x.
	To contribute to the upkeep of records meeting all relevant legislation ie data protection.

	
	xi.
	To be responsible and contribute to own development through appropriate training

	
	xii.
	To assist management in the deliverance of any related programmes ie Work Preparation

	
	xii.
	To assist with adapting production methods to meet the needs of participants

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

No. reporting -  Direct:  5 to 8                     Indirect: 0



	4.
	CREATIVITY & INNOVATION

Contribute to local agreements
Adapt and improve work tasks and methods with guidance from other professionals

To be flexible when dealing with participants problems


	5.
	CONTACTS & RELATIONSHIPS

To work in partnership with commercial customers

To maintain good relationships with colleagues, employees, management, unions and other professionals ie occupational therapists, social workers, benefits agencies, community psychiatric nurse, estate managers, psychiatrists, psychologists 

Caring and mentoring of participants

Relationships between commercial customers or participants on the programme can involve difficult negotiations which could lead to stress or conflict effecting production


	6.
	DECISIONS – discretion & consequences

In the absence of a supervisor to decide the deployment of staff on a daily basis ensuring that quality standards and deadlines are met.

To decide if goals are appropriate and smart



	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value


Security and safe keeping of commercial customers goods up

to £20,000

Tools and Equipment £2000

Assist with the security of the building

Uniform       £40



	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands

To work within the guidelines set out in the Workstep contract

To ensure commercial customer deadlines are met and quality is maintained

Physical demands

70% of time lifting, standing, walking and bending 10% driving and forklifting 

Working Conditions

The workplace has a high content level of asbestos but is of low risk to health as the councils Health and Safety legislation is strictly adhered to

Work context

Driving and forklifting minimal risk.

To adhere to the Health and Safety Factories Act 1961



	9.


	KNOWLEDGE & SKILLS

Disability awareness

Knowledge of specific disabilities

Relevant experience of supported employment

Knowledge of local education and training

Good interpersonal skills

Good communication skills 

Good supervisory skills

Good motivation skills

Systematic job coaching skills

Computer literate

Literacy and numeracy skills

Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level C2 - Mastery or proficiency - Can express him/herself spontaneously at length with a natural conversational flow, avoiding or backtracking around any difficulty so smoothly that the person with whom they are conversing is hardly aware of it. Can understand with ease virtually everything heard or read.


	10.
	Position of Job in Organisation Structure
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Job reports to: SUPERVISOR





Other jobs at this level: NONE





THIS JOB





Jobs reporting up to this one: 	PRODUCTION OPERATIVES
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