
JOB DESCRIPTION

TITLE OF JOB:  Volunteer Co-Ordinator/Advocate
SERVICE/PROJECT: Impact Advocacy Service

REFERENCE NO: IAS

CLOSING DATE FOR APPLICATIONS: 5pm 10th February 2011 
INTERVIEW DATE: 17th February 2011
HOURS PER WEEK: 32 hours per week or 2 x 16 hour posts
TEMPORARY/PERMANENT: 14 month fixed term contract

BAND 3, NJC POINTS: 22-27 SALARY £19,623 - £22,958 per annum (pro rata for part-time post) paid monthly by Automated Credit Transfer on 25th of each month.

HOLIDAY ENTITLEMENT: 27 days pro rata per annum, plus 3 extra days at Christmas and the usual statutory holidays. 

ACCOUNTABLE TO:   Service Manager – Impact Advocacy Service
LINE MANAGED BY:   Service Manager  – Impact Advocacy Service
Purpose of Job:  To manage team of volunteers, who provide Advocacy services to our clients recruiting and providing training as needed.  Raise awareness of Impacts Advocacy service and manage a small caseload, advocating for up to 5 people.  

For an informal chat about the job, please ring Deena Stockdale/Mike Ashbee on 01903 730044.
This post is exempt from the Rehabilitation of Offenders Act (1974) and the successful applicant will be subject to a Criminal Records Disclosure.
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With effect from 1 April 2010 to 31 March 2012 Impact Advocacy Service will be providing:

1. A county-wide short-term issues-based advocacy service for:

· Adults with learning difficulties (18+)

· Adults with a physical and/or sensory impairment (18-65)

· Adults with an acquired brain injury (18-65)

· Parents with learning difficulties going through childcare proceedings

2. A county-wide support service for self-advocates for adults with learning difficulties.

This contract is for a period of 2 years.

MAIN DUTIES AND RESPONSIBILITIES:

· Provide high-quality and effective advocacy support for up to 5 people.

· Recruit volunteer advocates as required and provide their induction and training 

· Manage approx. 25 volunteer advocates, providing 4-6 weekly supervision, appraisal, observations and development of personal training plans.

· In conjunction with the Senior Team Leader manage and co-ordinate the allocation of volunteer advocates to advocacy partners, ensuring all first visits are accompanied.

· Co-ordinate regular volunteer meetings.

· To contribute to the development of the service delivered by volunteers to meet demand and changing needs.

· Maintain appropriate administrative and recording systems and contribute to the monitoring and evaluation of the Service. 

· Support the collection, analysis and dissemination of information and findings to volunteers, through various means, including a quarterly newsletter.

· Ensure that appropriate promotional and information materials and resources are available and up-to-date.

· To adhere to West Sussex County Council’s Safeguarding Adult Policy.

· To work collaboratively with all stakeholders raising awareness and understanding of advocacy issues.

· To fully participate in team meetings (Littlehampton) and training events, and represent Impact Advocacy Service and Impact as appropriate.

· Carry out any additional reasonable tasks requested by the Senior Team Manager or Service Manager.

GENERAL:

· To comply with and implement the Impact Equal Opportunities Policy and any specific policies and procedures designed to promote and monitor equal opportunities.

· To comply with and implement the Impact Health and Safety Policy and any specific policies and procedures relating to the specific activities on which you are employed.  Generally to take reasonable care for the health and safety of all those affected by this work.

· To attend regular supervision sessions and meetings as required by your Manager.
· To be aware of the needs of other workers, paid or unpaid, and contribute positively to a supportive working environment.
PERSON SPECIFICATION

Essential:

1. Experience of supporting, speaking up for or representing individuals,

2. Experience of working with people who have experienced disabilities and health issues. 

3. Ability to recognise the advocacy needs and difficulties of people who experience disabilities and health issues.

4. Experience of successfully working to agreed targets and awareness of the importance of achievement of outcomes.

5. Ability to working independently, professionally and consistently.

6. Good facilitation skills.

7. Good self-awareness and interpersonal skills

8. Good range of communication skills, with an ability to adapt communication to meet need.

9. A willingness and ability to work flexible hours through prior arrangement as the needs of the job dictate, e.g. some evening working.

10. Have own transport.

Desirable:

1. Educated to degree level or relevant experience in industry.

2. Experience of setting up and managing new services or projects.

3. Experience or ability to develop and deliver training.

4. An ability to produce high-quality, concise, written reports using Microsoft Office.

5. Awareness of the human rights, disability discrimination, valuing people and other legislation and policies affecting the Advocacy Service.

6. Knowledge of the local area, services and the support which may complement Impact’s Advocacy Service.







