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JOB DESCRIPTION

Job Title:

Outreach & Development Coordinator 
Responsible to: 
Outreach & Development Manager 
Responsible for: 
Providing follow up support to clients of the Her Centre, including one to one practical support with finance and housing, and training and employment support
Salary: 
           

£27,506 including London Weighting – post funded until June 2020
Working hours: 
Full time post – 35 hours per week 
Work location: 
Based in Woolwich working across Greenwich borough
Summary of the Project

Her Centre provides an Independent Domestic and Sexual Violence Advocacy Service. The Outreach & Development Coordinator will be responsible for identifying ways to address women’s ongoing support needs through training on finance management, managing a tenancy, and courses to help women back into work or further education. The post will also offer one to one follow up support for women who need it. 
Key responsibilities

Employment & Training programme
1) Plan, organise & facilitate quarterly training, employment and education open forum days to link clients with local providers

2) Liaise with appropriate local business and labour provider in placing suitable service users in paid work placements 

3) Identify and support service users in helping to highlight suitable training & employment needs 
4) Manage, coordinate & plan client programmes, recruiting and supporting suitable volunteers to facilitate 

5) Assist clients with any barriers to attending training (helping to access child care, ensuring disabled access, help with Job Centre issues).
6) Keep up to date with external training on back to work, health and any qualification courses which clients can be referred into 
Individual client support 
1) Work closely with IDVAs and IDSVAs within the team in supporting clients with specific follow on needs 

2) Provide advice to vulnerable women to help them to address finance and housing issues that they are struggling with, referring them to specialist agencies when required, to enable women to achieve their objectives. Refer to alternative providers if the service user requires specialist services

3) Provide a focussed and boundaries signposting service to women, to providers, and other relevant professionals in the borough and elsewhere 

4) Work with partners to deliver an advocacy service to vulnerable women in the community
5) Provide women with a safe environment to share information, and address issues of safety and child safety in accordance with Her Centre Policy. 

6) Provide clear detailed advice to women, and keep records of all advice given and of the impact of both our direct support and other agency support.

7) Ensure that all partners are aware of and adhere to all relevant Her Centre policies and procedures.

8) Maintain information and resource materials necessary for the delivery of the full service.

9) Provide a follow up service to service users and ensure all receive feedback forms.

Monitoring and Evaluation 
1) Ensure that all established targets are met. 

2) Maintain and update accurate written and computer records of all cases and give reports to the Director and the Management Committee as requested.

Learning and personal development
1) Take responsibility for own learning and development, attending training and development opportunities as agreed.

2) Attend regular supervision and annual appraisals and actively participate in both
Team
1) Participate in Her Centre staff team meetings, providing support and information to team members as appropriate
2) Work with Director and other team members to identify other sources of funding and actively work towards achieving set targets for raising funds and achieving organisational targets and objectives.
General
1)       Be self-servicing in word processing, file and data management.

2)       Maintain accurate and updated computerised records of all clients seen, referred     

      or advised (including telephone calls) in the agreed format of Her Centre.

3)       Maintain and be responsible for all project budgets in relations to area of work

4)       Maintain accurate payment records providing receipts for all transactions.

5)       Prepare and distribute publicity materials to ensure vulnerable women know of 
      the service at regular intervals and identify within agreed work plan.

6)       At all times, work within Her Centre’s equal opportunities policies.

7)       Undertake any other duties as requested by the Director and Committee.

8)       Act as a champion and ambassador for Her Centre and the Board of Trustees 
            with all external partners and at all forums; ensuring total confidentiality, due 
            diligence in all matters in relation to the organisation and managing all situations    

            which may arise to put at risk the reputation of the organisation.

HER CENTRE
PERSON SPECIFICATION

Post:  Outreach Development Coordinator
	Criteria Required being Short-Listed for Interview:                             Please pay careful attention to the Person Specification. Only those who meet the listed criteria will be short-listed for the interview. 
	Information Required in:


	· 1

· 1
	Minimum of 1 year’s full time equivalent experience of (or equivalent) within community / development based work, should also be able to demonstrate knowledge of benefits and experience of work with people just out of crisis

	App & I

	· 2
	Proven skills to provide an advice service based on a person-centred approach with clear professional boundaries

	App & I

	· 
	Demonstrate an understanding of the effects of domestic abuse 
	App, & I

	· 
	Extensive knowledge of local training opportunities available, especially relating to employment skills 

	I

	· 
	Proven skills for partnership working and achieving outcomes for own service and targets


	App, & I

	· 
	Proven skills and experience to work on own initiative

	App, & I

	· 
	Ability and experience to engage service users and other stakeholders to develop, deliver and evaluate services
	App, & I

	· 
	Skills to manage competing priorities 


	App, & I

	· 
	Skills to work as part of Her Centre team


	App, & I

	· 
	Understand, empathise with and be committed to actively implementing Her Centre’s Equal Opportunities and Confidentiality policies
	App, & I

	· 
	Ability to work within Her Centre’s aims, values, principles, and policies
	App, & I

	· 
	Ability to agree and monitor outcomes with service users 


	App, & I

	· 
	Written communication skills for recording and monitoring outcomes 
	App, & I

	· 
	Skills for word-processing, reports and inputting to data base

	App, & I

	· 13)
	Willingness to undertake an Enhanced Criminal Records Bureau Check and other checks as may be required from time to time


	App, & I

	· 14)
	Willingness to work at any location in the Borough of Greenwich and surrounding areas

	App, & I

	· 
	Skills to take responsibility for own learning and development 


	


App = Application Form, I = Interview
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