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Job Description & Person Specification
Deadline for applications:  28th August

Interview dates: 4,5 or 6th September

Note:  if you are shortlisted you will be asked to deliver a 5 minute presentation:  What are the key components of a strengths-based approach to family services?

	Job Title
	Family Support & Volunteer Coordinator

	Reports to
	Chief Executive

	Purpose of Job
	Volunteers - To recruit, train and assess volunteers attending the preparation course, match with an appropriate family and carry out regular supervisions, ensuring that they are working effectively towards the parent-led action plans 

Families - to assess families in need of support in their own homes, agree a parent-led action plan, arrange suitable volunteer support, regularly review the effectiveness of the support and effectively manage support ending including signposting where necessary

Networking - Attend network meetings as agreed with line manager

Contribute to the overall operation of Home-Start East Sussex

The successful candidate will have an excellent understanding of the issues faced by families with young children and will strive to achieve the best outcomes for them, empowering them to live fulfilling lives. 

Taking a strength-based approach to your work, you will have extensive experience of working with families and will be passionate and proactive about meeting their needs.  You will be compassionate, tenacious, with a strong commitment to ensuring their safety. You will be organised and computer literate and able to build successful partnerships with key partners, in order to improve outcomes for families.

	Pay Scale 
	22-28    £21,074 to £25,463 pro rata 



	Hours per week
	22.5 with some flexibility around hours/days

	Work Base
	Post involves a lot of travel to families living across East Sussex. Office is in Newhaven but as our computer system is cloud based can also work from home.


Key Activities
Volunteers

· Promote the recruitment of volunteers as required.  
· Deliver the volunteer preparation course in accordance to agreed session plans.  
· Support the volunteers through the accredited courses when offered, giving extra support to those with learning difficulties.    

· Match volunteers to appropriate families.  
· Provide regular evidenced telephone supervision to all home-visiting volunteers, ensuring that the volunteers are working effectively with the family following the parent-led action plan that encourages empowerment and independence.  
· Ensure volunteers refer families to specialist agencies/services as appropriate.

· Promote on-going training opportunities to volunteers including annual refresher Safeguarding Training.  

Families

· Take responsibility for developing relationships with local referrers to encourage adequate family referral numbers.

· Receive and acknowledge referrals and assess needs of families and the appropriateness of the referral.  

· Manage the waiting list, ensuring that referrers are given regular feedback regarding when support is likely to become available.

· Via telephone, carry out regular family reviews to establish the extent to which the parent-led action plan is being met, encouraging empowerment and independence.  
· Manage family endings in a sensitive but decisive manner, ensuring sufficient and clear notice is given to the families.   
· work closely with statutory and voluntary agencies and develop and maintain effective multi-agency joint working approaches
· Undertake Designated Safeguarding Person responsibilities, ensuring that all safeguarding issues are reported to the Chief Executive as per policy.  Attend safeguarding training every two years.
· Ensure relevant statistics and paperwork is accurately kept and all other monitoring requirements set by funders are met.

Other

· Work collaboratively with the Chief Executive regarding ongoing improvements to the service, in particular ensuring that the scheme is evidencing the difference the service makes for funders and potential funders.  
· Submit a Monthly Checkpoint Report
· Attend regular meetings in Newhaven and contribute to service/charity development.

· In consultation with the Chief Executive, identify appropriate networking events.   Attend meetings or carry out a talk or presentation, with a view to recruiting volunteers or raise awareness of the scheme’s services.
· With the Chief Executive, review the service provision regularly and as required.   Attend training as required.  Cover the work of other staff during holiday and sickness absence.

General

The above list of purposes and tasks are indicative and may vary in importance over time.

The post holder may be required to undertake any other duties that fall within the nature of the role and responsibilities of the post as detailed above.  
	Training, Knowledge and Skills


	Mandatory/ discretionary

	Relevant professional qualification (NVQ level 4 or equivalent e.g. social work or health visitor degree)  

Relevant teaching qualification e.g. PTLLS 

GCSE English or equivalent ability
	D (1 point)

D (1 points)

E (2 points)

	Experience supervising volunteers 

Minimum one year of direct work with parents, carers and/or children

Liaising with various agencies that support children and families

Experience of working in the voluntary sector 

Experience of the strengths based, solution focussed approach to family support 

Experience of Designated Safeguarding Person role

An awareness of equal opportunities issues that may face families and volunteers
Knowledge of and commitment to current legislation and policies relating to children and families 
An understanding of the needs of families with young children 

Commitment to partnership working and a clear understanding of the importance of appropriate information sharing


	D (1 point)

E (2 points)

D (1 point)

D (1 point)

E (2 points)

D (1 point)

E (2 points)

E (2 points)

E (2 points)

E (2 points)




Person Specification

	Excellent interpersonal and written communication skills including experience of report and letter writing

Ability to prioritise and manage own time effectively to ensure that responsibilities are met

Team player with flexible, collaborative and compassionate  can-do approach

Ability to work independently and use own initiative 

Ability to supervise volunteers to ensure that they are working effectively and efficiently with families, following the parent-led action plans

Good working knowledge of Microsoft 365 (or Word, Outlook and Excel) and positive attitude to embrace new technology

Ability to use Power Point to deliver training or presentations and commitment to 

Ability to deliver stimulating and engaging training/presentations 

Ability and commitment to work collaboratively with the Chief Executive and other staff regarding ongoing improvements to the service and charity



	E (2 points)

E (2 points)

E (2 points)

E (2 points)

E (2 points)

E (2 points)

E (2 points)

E (2 points)

E (2 points)



	Ability to attend 3 day residential induction training


Car driver and access to a car


Eligibility to work in the UK

	E (2 points)

E (2 points)

E (2 points)
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