BEAM Services Day Service Coordinator Job Description/Specification	Sept 2026
	
BEAM Services


Job Title: Day Services Coordinator
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	Location
	BEAM Services, Bagenalstown and across all of our Services.


	Hours
	35 hrs per week, hours may increase over time


	Contract
	Permanent


	Salary
	Linked to the HSE (Jan 2024) Grade VI Salary Scale,    €55,664 to €67,918 


	Reporting Relationship
	The Day Service Coordinator reports directly to the Day Service Manager & will also work with members of the senior management as required. 


	Working Relationships
	· Senior Management Team 
· Day Service Manager
· Programme Supervisors
· Day Service Staff 
· Members, Families and Key Stakeholders 
· Multi-Disciplinary Team (MDT) 
· Internal Support Departments

	Job Summary

	The Day Service Coordinator will work in conjunction with the Day Service Manager to coordinate the operational development across Beam Day Services, supporting Programme Supervisors and staff to ensure services are safe, well-coordinated and delivered in a person-centred manner.
Working in conjunction with the Day Service Manager, the Day Service Coordinator will support the Day Services Manager in the delivery of Day Services, supporting the implementation of organisational objectives, coordinating staff and resources, and ensuring the consistent delivery of high-quality supports across all programme locations.
They will work collaboratively with Members, families, multidisciplinary professionals and internal support departments to promote effective communication, operational excellence and positive outcomes for the people supported by Beam Services.

	Duties & Responsibilities

	In conjunction with the Day Services Manager, the Day Service Coordinator will:   
· Support the management of the day-to-day running of Beam Services Day services, for adults with intellectual disabilities and or autism. 
· Support the management of the day-to-day running of areas that support the provision of an extended day services spread over 7 days per week, including those outside of the normal day service provision, for example overnight breakaways and extended evening & weekend supports. 
· Provide leadership & support to Programme Supervisors & frontline staff to ensure the effective day to day delivery of Day Services.
· Coordinate the allocation of work across Day Services, ensuring staff are appropriately deployed, informed, supported and equipped to deliver high-quality services, and to ensure safe staffing levels are maintained across all Day Service locations. 
· Maintain effective communication systems, including regular supervisor meetings, staff meetings and the coordination of key operational information.
· Be responsible for the promotion of an effective keyworker system and supervision of staff. 
· Identify training needs within Day Services and participate in the planning and implementation of training, including induction training for new staff. 
· Manage the supervisory staff attendance on the time management systems (TMS), approve all leave requests as appropriate.  
· Support Programme Supervisors in managing staff performance, attendance and day-to-day operational issues, escalating matters where appropriate to the Day Service Manager & HR. 
· Coordinate behaviour support clinics, monitor behavioural referrals and ensure agreed actions are progressed in collaboration with the Multidisciplinary Team.
· Coordinate the implementation of behaviour support plans and clinically informed support strategies, ensuring consistency of practice across Day Services.
· Support Programme Supervisors and staff in delivering person-centred services by identifying operational barriers and coordinating practical solutions.
· Coordinate the completion of the EASI Tool, EASI Process, PCP Self-Evaluation and other operational quality processes, in conjunction with the Quality, Standards & Engagement Coordinator & Day Service Manager.
· Coordinate the collection & completion of operational performance data, KPIs and other service metrics as required in conjunction with the Day Service Manager.
· Work collaboratively with the Day Service Manager to manage admissions and discharges as per the Day Services Admissions Policy.
· Facilitate new admissions. Key responsibilities include coordinating assessments, managing required paperwork, transport requirements & ensuring correct staffing levels are in place.
· In conjunction with the Operations, Maintenance & Transport Manager coordinate Day Service transport requirements to ensure Members' transport needs are met, with particular focus on school leavers onboarding process.
· Develop and maintain effective working relationships with external organisations, statutory agencies, education providers and community partners to support service delivery.
· Coordinate processes relating to Member’s financial contributions in accordance with organisational procedures and individual Contracts of Care.
· Under the direction of the Designated Officer & Day Service Manager, support the operational management of safeguarding concerns by coordinating follow-up actions, documentation and communication in line with Beam's Safeguarding Policy.
· To coordinate meetings including Family Meetings, Service Reviews, Person Centred Planning Meetings, MDT meetings and other meetings as required.
· To ensure that proper records are maintained for Day Service users in line with GDPR re:
a. Daily Reports
b. Members Details
c. Medication Administration
d. Health & Safety
e. Incident /Accident and Near Miss Reports
f. Safeguarding
g. PCP’s
h. And any other records deemed necessary.
· Participate in Beam Services' on-call arrangements and provide leadership in response to incidents or service issues arising outside normal working hours.
· Monitor the day-to-day delivery of services to ensure Members receive safe, person-centred supports that meet their assessed needs and uphold Beam's duty of care.
· Be aware of Beam Service’s Policies, duties and the employees’ duties under the Safety, Health, and Welfare at Work Acts.
The above Job Description is not intended to be a comprehensive list of all duties involved and consequently, the post holder may be required to perform other duties as appropriate to the post which may be assigned to them from time to time and to contribute to the development of the post.

	Performance & Standards
	· Ensure that services are delivered in a Person-Centred manner, meeting the needs of the members we support, ensuring that the philosophy, ethos and core values of the service are maintained.
· Act as an appropriate liaison between members, their network of support, family members and other professionals where applicable, to ensure consistent planning and best outcomes.  
· Ensure the service objectives are set and reviewed regularly with a view to improving and developing the service in line with existing and future National Policies. 
· Establish, maintain and monitor standards of performance for all aspects of the service appointed to you, including member’s involvement and consultation.
· Manage risk in a systematic way that is embedded in a culture of safety, welfare and quality of life for those supported by the service. 
· Maintain safe and healthy environments through adherence to safety and security protocols, ensuring that member’s property is always maintained to a high standard.
· Ensure compliance with organisational policies and procedures, legislation such as Health Act 2007 and National Policy of New Directions and other applicable standards.

	Service Provision
	In conjunction with the Day Services Manager, the Day Service Coordinator will:   
· Ensure that the service meets the agreed requirements of individual members, enabling members to make informed choices and fulfilling the service’s duty of care.
· Ensure all processes in the service are compliant with The National Standards for Adults with Disabilities attending HSE funded day services.
· Ensure the co-ordination of multidisciplinary supports. 
· Advocate that appropriate resources are available for quality service provision & delivery

	Personal Specification:
	Education & Training:
· A Level 8 Qualification in Social Care/Social Studies/Health Care or equivalent field is a requirement for this position.
· A qualification in Leadership & Management or equivalent field, recognized by HIQA to manage a Day Service is a requirement for this position.

Experience:
· Minimum of 2 years’ experience in a Senior Management position in the care and support of Adults with Intellectual Disabilities &/or Autism.

Knowledge & Skills:
· An extensive working knowledge & proven ability to interpret and apply legislation such as New Directions and the National Standards for Adults with Disabilities & the Health Act 2007
· Possess excellent people skills, be flexible and have experience with rapid and complex changing work environments.   
· Display excellent communication skills & time management skills and be highly motivated.
Excellent report writing & record keeping skills are required.
· Have a strong working knowledge of liaising with multiple stakeholders in a Social Care setting.
· They will maintain a high standard of work performance, attendance, appearance and punctuality
· A Full Clean Driving Licence is essential for this role. 

Competencies and Values:
· Human Rights Based Approach
· Resilience, Positive Attitude & Openness to Change
· Effective Communication & Working Relationships
· Planning, Organising & Prioritising
· Innovation, Creativity & Problem Solving
 

	Professional Expectation
	The role holder will take responsibility for personal development by keeping abreast of developments in the field of disability.  They will be expected to take responsibility for your personal development by keeping up to date with developments and best practice in Social Care and the field of disability.   In this respect you may from time to time be required to attend appropriate courses and seminars.
There is a professional expectation that your duties will be carried out to comply with the following:
· All Statutory legislation that applies to the Social Care Sector, including the Health Act 2007.
· HSE National Policy for Day Services, New Directions
· National Policies & Beam Services Policies, including Safeguarding Vulnerable Adults Policy, Safe Administration of Medication Policy.
· Notification of Accidents/Incidents/Near Misses, as well as Health & Safety Reporting in line with the Policies and Procedures in Beam Services.
· Fire Safety precautions and Health & Safety requirements.
· Assisted Decision making.
· GDPR requirements.
· Equal Opportunity Principles 

	Confidentiality
	In the course of your employment, you may have access to or hear information concerning the medical or personal affairs of service users or staff or other centres business.  Such records and information are strictly confidential.  In addition, records must never be left in such a manner that unauthorised persons can obtain access to them. It is the responsibility of each employee to behave in a respectful & dignified manner at all times, having consideration for the individuals we support, their families & relatives, as well as other members of the staff team.
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