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Job Description: Life Skills Co-ordinator 
Job Title: Life Skills Co-ordinator
Location: The Haven, Horsecraigs, Kilmacolm
Reports To: Head of Support / Service Lead
Contract Type: Permanent
Hours: Can be between 24 - 35 hours per week depending on individual requirements.
Salary: £25,480 (pro rata) + Pension Contribution
PVG / SSSC: Required
1. Purpose of the Role
The Life Skills Co-ordinator plays a key role in the delivery and development of The Haven Kilmacolm’s residential recovery programme for men with life-controlling issues.
The postholder will design, lead and evaluate a structured Life Skills Programme that equips residents with practical, social, and vocational skills necessary for independent living and long-term recovery. Through workshops, project work, and personal development activities, the Life Skills Co-ordinator will help residents rebuild confidence, responsibility, and purpose.
The role will work closely with the wider support team to ensure that life skills activity supports each resident’s Personal Development Plan and contributes to positive recovery outcomes.
2. Key Responsibilities
Programme Development & Leadership
• Design, develop and deliver a structured Life Skills Programme for residents.
• Create and facilitate workshops covering areas such as budgeting, cooking, communication, employability, digital skills, and healthy living.
• Develop project-based learning opportunities such as maintenance projects, gardening, community volunteering and practical vocational activities.
• Monitor and evaluate programme effectiveness and adapt activities to meet residents’ needs.
• Integrate Christian values and personal growth principles into programme delivery.
Resident Support & Engagement
• Support and supervise residents participating in life skills workshops and project activities.
• Encourage engagement, motivation and personal responsibility.
• Contribute to the development and review of individual Personal Development Plans.
• Provide encouragement, mentoring and positive role modelling.
Project Management & Safety
• Plan and coordinate indoor and outdoor project work.
• Conduct risk assessments relating to equipment, tools and activities.
• Ensure compliance with Health & Safety and safeguarding policies.
• Maintain safe working environments for all residents and staff.
Partnership & Community Engagement
• Develop links with community groups, training providers, and volunteer organisations.
• Identify opportunities for residents to gain practical experience and community engagement.
• Represent ‘The Haven’ professionally when liaising with external partners.
Administration & Reporting
• Maintain accurate records relating to participation, progress and outcomes.
• Prepare reports for management and funding bodies demonstrating programme impact.
• Attend team meetings, supervision sessions and organisational training.
Behavioural & Crisis Support
• Respond appropriately to incidents of emotional distress or behavioural challenges.
• Follow organisational procedures in relation to safeguarding and risk management.
• Contribute to maintaining a positive and safe residential environment.
3. Ethos & Faith Commitment
All staff are expected to work in sympathy with the Christian ethos of The Haven Kilmacolm, demonstrating compassion, integrity, and service in line with the values of love, truth, justice, mercy and forgiveness.
This role involves regulated work and requires PVG Scheme Membership.
4. Person Specification
Essential
• Active Christian faith and involvement in a local church.
• Experience designing or facilitating structured programmes or group activities.
• Strong interpersonal, project management and communication skills.
• Understanding of safeguarding responsibilities and Health & Social Care Standards.
• Basic IT and record-keeping skills.
• Ability to motivate and support individuals through personal change.
Desirable
• Qualification in Health & Social Care, Community Development, or Education.
• Knowledge of addiction recovery models and trauma-informed practice.
• Experience in project management or vocational training.
• First Aid or Health & Safety certification.
5. Working Conditions
• Based at The Haven residential centre in Kilmacolm.
• Working hours typically Monday–Friday.
• Occasional flexibility required for projects or activities.
6. Benefits
• 30 days annual leave (including public holidays).
• Pension contribution scheme.
• Private health cover (optional).
• Training and professional development opportunities.
• Regular supervision and appraisal.
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