SUMMARY OF TERMS AND CONDITIONS OF SERVICE

Job Title:                             
HOPE Centre and Volunteer Co-ordinator 
Funded by:
The Big Lottery Fund 

Responsible to:                   
Line Manager – Deputy Chief Executive
Hours of Work:                   
37 hours per week

Salary:                                  
£20,000
Probationary period:          
6 months

Type of contract:


Permanent  - Funded until 2018 initially 
Holidays:                               
27 days per year + Bank Holidays 
Location:                               
Based at the HOPE Centre

Expenses:                              
Petrol allowance and travel expenses are paid in accordance with PDVS policy

Trade Union:                        
Membership is encouraged 
Closing Date:                        
Monday 17th August 2015
Interview Date: 
There will be a 2 stage interview process on Monday 24th and Tuesday 25th August
Start Date:                             
as soon as possible
Please return completed application and monitoring forms to:

                        Deputy Chief Executive
                        Preston Domestic Violence Services

  10 Oakham Court

                        Preston

                        PR1 3XP

Mark your envelope “PRIVATE AND CONFIDENTIAL”

Please note CVs will not be considered.  

Applications can be faxed to 01772 201701

Or emailed to pdvsclerical@pdvs.org.uk 
PRESTON DOMESTIC VIOLENCE SERVICES
JOB DESCRIPTION

Title of post:


HOPE Centre and Volunteer Co-ordinator
Responsible to:
Deputy Chief Executive 
Location:
Based at the Drop in Centre and in the Support Centre
Hours:
37 hours per week (flexibility is required to support volunteers)
Type of contract:

Permanent 
Salary:
£20,000 
Main purpose of job:
To be jointly responsible for the day to day running of the HOPE Centre, provide daily activities and be responsible for recruiting, training and supervising volunteers. 
MAIN DUTIES AND RESPONSIBILTIES

1. To jointly ensure the effective day to day running of the HOPE Centre with the other HOPE Centre Co-ordinator including ensuring the HOPE Centre is kept clean and tidy, that repairs are carried out, the Centre is kept in good decorative order, that displays are kept up to date and that health and safety is observed etc.
2. To co-ordinate and when required to run activities in the HOPE Centre
3. To identify new services/activities for the HOPE Centre
4. To provide information and support to women using the HOPE Centre, including providing Outreach support
5. To co-ordinate the work of the volunteers and students on placement in the HOPE Centre

6. To provide practical assistance to victims where necessary, including liaison

with relevant agencies such as solicitors, housing providers, children’s care services, education, etc.

7. To provide emotional support, and where necessary to refer to other 

agencies as appropriate
8. To assist victims to develop social networks within their neighbourhood and

also assist them further develop their life skills, including access to training and employment
9. To monitor and evaluate work and provide regular analysis and reports to the Deputy Chief Executive
10. Assist in recruiting new volunteers
11. Assist in training new volunteers in their roles

12. Provide support and supervision to volunteers

Team Work

1. To work closely with other staff to ensure the effective running of PDVS as an organisation and that a high standard of service to both women and children is maintained.   

2. To give support to other workers during busy periods or staff shortages as necessary.

3. To attend and contribute to staff group supervision meetings and staff development/training days.

4. To keep up-to-date with relevant information and legislative changes and share with other team members.

5. To assist in seeking funding for the continuation and development of the service to meet the needs identified by service users and volunteers
Other duties
1.      To keep concise files on each service user supported using the PDVS

     database
2.      To be responsible for recording petty cash and other monies.

3.  
To update your line manager (or in her absence another manager) of any are   

as of concern.

4.  
Attend meetings and training courses agreed with your line manager 
5.  
To implement the policies and procedures of PDVS
6.  
To maintain confidentiality in matters relating to PDVS
7.  
To attend appraisals when required.

8.  
To monitor and evaluate work and provide reports 
9.  
To work alone as and when required in accordance with the Lone Worker’s 
procedures.

10.  
To be open to the concept of progress and development, both personal and 
organisational.

11.  
To undertake any other reasonable duties as and when may be required.
Person Specification

NB (E) = essential

(D) = desirable

Education/Qualifications

1.
Ability to use computerised systems and to produce own documents using 
(E)
Microsoft Office.







2. Ability to accurately record numerical and monitoring information as well 

(E)
as maintaining written records.
3. GCSE or equivalent at grade C or above in Maths and English


(E)
Abilities

1. Ability to read and write in English






(E)
2. Ability to speak at least two Asian languages




(D)
3. Excellent listening skills 







(E)
4. Approachable and non-judgemental 






(E)
5. Ability to work as part of a team and also as a lone worker



(E)
6. Ability to support victims and encourage them to make decisions about their 

own lives









(E)
7. Ability to present information







(E)

8. Ability to work under pressure and on own initiative




(E)
9. Ability to respond to conflicting demands and to prioritise and organise own work
(E)
10. Ability to be able to work within professional boundaries.



(E)
11. Good administrative and clerical skills





(E)
12. Good communications skills, both verbal and written



(E)
13. Ability to write concise reports






(E)
14. Good organisational skills including ability to meet deadlines


(E)

Experience

1. Experience of supervising volunteers






(D)
2. Experience of delivering training 






(D)
3. Knowledge and understanding of the effects of domestic violence on the 

(D)
lives of women and children






4. Experience of working with women from a range of backgrounds and cultures
(D)
3.
Understanding of mental health issues and support needs



(D)
4.
Understanding of women’s diverse needs and abilities



(E)
5.  
Knowledge and understanding of relevant statutory and voluntary organisations
(D)
6.  
Basic knowledge and understanding of relevant legislation 
e.g. Domestic 

Violence, Crime and Victims Act, Children’s Act, Family Law, Homelessness Act
(D)
7.
Experience of liaising/negotiating with a range of organisations, groups

(D)


and individuals

8.
Proven experience of working in a busy and demanding environment 

(E)

9.
Working in a drop in centre or similar environment




(D)
Other requirements

1. 
To be open minded and supportive



 


(E)
2.
Enthusiastic, positive outlook







(E)

3.
Recognition of the value of self-help and victims taking personal


(E)


responsibility for their lives

4.
A willingness to undertake professional personal development


(E)

5.
Agree to undertake training and as required.





(E)

6.
Clear understanding of equal opportunities and a commitment to 


(E)
 
non-discriminatory working practices




7.
Understanding of confidentiality issues





(E)
8.
Use of a car









(E) 9.
To work Saturdays on a rota with the following Monday off                                     (E)

