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JOB DESCRIPTION

TITLE OF JOB:  Volunteer Co-Ordinator/Advocate
SERVICE/PROJECT: Impact Advocacy Service
REFERENCE NO: VC
CLOSING DATE FOR APPLICATIONS: 5pm Wednesday, 24 March 2010
INTERVIEW DATE: Provisionally Tuesday, 6 April 2010
HOURS PER WEEK: 30-35 (hours will be agreed with the successful candidate)
TEMPORARY/PERMANENT: Permanent

BAND 3, NJC POINTS: 22-27 TBA, SALARY £19,622 - £22,958 (pay award pending from 1 April 2010) 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:   Team leader – (Issues Based) Impact Advocacy Service
Purpose of Job:  To recruit, train and supervise a team of volunteers who support Impact’s Advocacy service throughout West Sussex.  Manage a small caseload, advocating for no more than 5 people.  Raise awareness of Impacts Advocacy service and increase volunteer activity within West Sussex.  

For an informal chat about the job, please ring Deena Stockdale/Maxine Thomas 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.

Impact Initiatives is a company limited by guarantee and a charity under Registration No. 276669.  Company Registered in England No. 1402692
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With effect from 01 April 2010, Impact Advocacy Services will be providing

- a countywide 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

- a countywide support service for self-advocates for adults with learning difficulties

MAIN DUTIES AND RESPONSIBILITIES:

· Provide high quality and effective advocacy support for a small caseload of up to 5 people.

· Recruit and select volunteer advocates in consultation with the team leader 

· Provide thorough induction and training of volunteer advocates, with the support of the team leader

· Manage and supervise a pool of volunteer advocates, providing 4-6 weekly supervision, appraisal, observations and development of personal training plans

· Manage and co-ordinate the allocation of cases to volunteer advocates, ensuring all first visits are accompanied in conjunction with the team leader

· Co-ordinate regular volunteer meetings

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

· Contribute to the monitoring and evaluation of Impacts Advocacy service

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

· Ensure that appropriate materials and resources are available and up to date

· To adhere to West Sussex County Councils Safeguarding Adult Policy

· Maintain appropriate administrative and recording systems in line with contractual

· requirements and in conjunction with the Administration Co-Ordinator.

· 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 team leader or Service Manager.

General

· To work within the project and organisational policies and procedures.

· To attend ‘Impact days’ as required. To attend training events as relevant to your service area.

· To be aware of the needs of other workers, paid or unpaid, and contribute positively to a supportive working environment.

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

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

· To undertake any other duties, as appropriate to the character of this work and as requested by the Team leader or Service Manager, as reasonably required. 

Person Specification

	
	
	Essential (E) Desirable (D)
	How tested:



	Experience of:
	· Supporting, speaking up for or representing individuals

· Working with people who have experienced disabilities and health issues

· Recognising the advocacy needs and difficulties of people who experience disabilities and health issues

· Managing projects/services/caseloads

· Setting up new services or projects

· Working to agreed targets & awareness of importance of achievement of outcomes

· Developing and delivering training 

· Working independently
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	Training & Qualifications
	· Educated to Degree level or equivalent experience in Industry
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	Knowledge & skills
	· Good self-awareness & interpersonal skills.

· Good facilitation skills.

· Good presentation skills.

· Good marketing & networking skills.

· Good negotiation skills and persuasive style.

· Good communication skills, with an ability to adapt communication to meet need

· Ability to produce high quality concise written reports

· An ability to work independently, professionally and consistently.

· Ability to contribute effectively to team working

· Word-processing/computing skills.

· An understanding of the principles and practice of advocacy.

· Awareness of the Human Rights, Disability Discrimination, Valuing People and other legislation, policies affecting the advocacy service

· An understanding of the issues related to lone working

· Knowledge of local area, services and the support which may compliment Impacts Advocacy Service
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	Other:
	· Ability to see solutions rather than problems.

· A preparedness to work flexible hours through prior arrangement as the needs of the job dictate, eg. some evenings.

· Personal experience of disabilities or health issues.

· Ability to meet the travel demands of the post.
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