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ISAS – Incest and Sexual Abuse Survivors

67 North Gate, Newark, Notts.  NG24 1HD
Telephone 01636 610314

Date as Postmark

Dear Prospective Applicant,
Project Manager Application Pack

Please find the enclosed information you need to apply for the post of Project Manager with ISAS. 
Please read the pack carefully before completing your application. If you need any further information telephone 01636 610314 during office hours.
The schedule for this process is as follows:

Closing date for applications- Friday 24th February 2012 at 12 noon

Interview dates- week beginning 6th March 2012.
Return your completed application and any supporting documents by email to:



sara.thomas@isas-notts.org.uk




or 

 
by post to:
Private and Confidential

Chief Executive Officer
ISAS Volunteer Recruitment

67 North Gate
Newark 

Notts 
NG24 1HD
With my best wishes,
Sara

Sara Thomas – Chief Executive Officer: ISAS
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ISAS - Incest and Sexual Abuse Survivors PRIVATE 

An Equal Opportunities Employer

Job Description

POST

Project Manager - this is a temporary post for 6 months with the possibility of extension dependent upon funding
BASE
ISAS Office – Newark-on-Trent, Nottinghamshire- flexibility to work in Nottingham City Office as required
REPORT TO

ISAS Chief Executive Officer
ACCOUNTABLE TO 
ISAS Board of Trustees

HOURS  30 hours per week- with office presence required most days

SALARY £21, 958 (pro rata)- this equates to £17, 804
Please note: flexible working is required- evening and weekend work is regular in this role

Job Purpose
To ensure the safe and effective running of ISAS services in Nottinghamshire including:

· The assessment and quality assurance of client’s needs and counselling and group work

· The recruitment and support of Counsellors 
· The logistics of meeting clients needs from safeguarding to room requirements

· Ensuring a high profile of the service with all stakeholders and in a strategic context
· Ensuring monitoring and reporting requirements are met

· Ensuring best practice is delivered throughout all aspects of the service

To provide the opportunity for victims of sexual violence in the County to access support appropriate for their needs, providing face-to-face counselling/support for up to 52 weeks (but usually 12, 24 or 36) including where necessary telephone support.

Recruit, train, manage and co-ordinate a team of counsellors (some of whom will be BACP accredited) to deliver this counselling and ensure that they maintain their continuing professional development.

To find appropriate rooms to be used to provide appointments for service users, offering choice where possible, in order to provide them with support. 

To ensure that all clients undergo a clinical risk assessment. 

To adapt, amend and enhance the service provided to service users as required ensuring that liaison with all key stakeholders is continuous

To undertake a rolling programme of marketing to ensure all heard to reach groups are supported to access the service, this may include media opportunities

To attend strategic meetings including care pathway reviews, development meetings with stakeholders and review meetings with commissioners

To develop group work with users meeting emerging and identified need

To ensure the involvement of users in all aspects of service design and delivery

To ensure that monitoring requirements of commissioners are met including the collation of outcome forms

To identify and manage risks identified in all aspects of the service including safeguarding tasks

To support the Chief Executive Officer with income generation as required

To undertake any other relevant tasks relating to this or the wider ISAS service as required including attending meetings, deputising for the Chief Executive Officer or undertaking development work

Duties

1 To recruit, interview and select appropriately qualified and accredited counsellors, ensuring they are supported and paid where applicable

2 To provide the counsellors with appropriate training to work with this client group including working with Immediate Trauma and Client Notes for Crown Prosecution Services.
3 To liaise with potential referral sources such as The Topaz Centre, Police, community groups, Social Care, Women’s Aid Groups,  Lesbian, Gay, Bisexual and Transgender groups and any other agencies to ensure that the best service is provided.

4 To identify, risk assess and book appropriate rooms for clients to be seen

5 To identify and mitigate against all potential risks across all aspects of the service

6 To support all safeguarding activities including audits, training and policy review and development

7 To continuously improve the service involving users in all aspects of service design and delivery, including a User Involvement forum
8 To plan, deliver and attend and opportunities, meetings, events, and providing presentations, representing ISAS in a professional capacity

9 To attend strategic meetings including care pathway reviews, development meetings with stakeholders and review meetings with commissioners, providing information for meetings and following up key actions between meetings
10 To devise and deliver a rolling programme of marketing activities ensuring the service has a high profile with all hard to reach groups
11 To monitor the effectiveness of the service, ensuring that all monitoring data required by commissioners is submitted and collated, producing project progress reports for the Board of Trustees, commissioners and other stakeholders as required

12 To attend regular supervision and training to ensure ongoing professional development.
13 To support the Chief Executive Officer with income generation as required
14 To undertake any other relevant tasks relating to this or the wider ISAS service as required including attending meetings, deputising for the Chief Executive Officer or undertaking development work

Additional Information

· Additional Hours may be taken as Time off in lieu (TOIL)

· Staff have the option to join a pension scheme, to which ISAS offers 6% salary contributions

· Travel expenses are paid at 35 pence per mile

· Monthly clinical Counselling supervision is offered to staff undertaking Counselling on behalf of ISAS

· Line management is provided on a 4-6 weekly basis by the Chief Executive Officer

	ISAS - Incest and Sexual Abuse Survivors
 Person Specification for  Project Manager – ISAS Nottinghamshire

	Attributes
	Essential
	Desirable
	How Assessed

	Qualifications
	A counselling qualification to diploma level

A good all round general education
	A relevant training qualification

BACP (British Association of Counselling and Psychotherapy) Accreditation


	Application form

Certificates, Diplomas etc.

	Experience
	At least two years counselling experience, under supervision.

Recruitment and training of counsellors

Experience of initial client assessment

Experience of project management

Understanding of the effects of all forms of sexual violence

Experience of working under pressure

Experience of prioritising competing priorities

Administration experience
	Experience of planning training events and promoting the service for outside agencies.

Experience of recruiting/training/supporting Volunteers.

Experience of working with victims of rape and serious sexual assault
	Application form

Interview

	Knowledge
	Of the long-term effects of all forms of sexual violence

Of working with immediate trauma

Of project management models and theory

Of and commitment to equality and diversity.

Of voluntary sector issues.

Of contamination of evidence guidelines

Of risk assessment and mitigation

Of the safeguarding agenda and good practice

Of the demographics in the County and arising needs
	Knowledge of monitoring and evaluation methods.

Knowledge of the wider field of health and social care.

Knowledge of law surrounding Sex Offences and the Crown Prosecution Service Process.
	Application form

Interview

	Skills/Abilities
	Good all-round communication and ICT skills

To project manage effectively

To provide training and support to ISAS volunteers

To be flexible in counselling approach

To be able to work in partnership with multiple stakeholders

To work productively to engage and deliver services in partnership with hard to reach individuals and groups

Telephone counselling skills

Professionalism in a variety of arenas from counselling through to media opportunities

Ability to manage time effectively

Produce project progress reports

Clean driving licence and use of a car
	Fundraising skills

Proven liaison skills and networking across a range of agencies

Public relation skills

Support the aims of ISAS

User involvement on service design and delivery


	Application form

Interview


	
	(ISAS) INCEST AND SEXUAL ABUSE SURVIVORS 

Application For Project Manager


	
	

	Personal details

Title:  Dr/Mr/Mrs/Miss/Ms/Other      ______

Last name:
                            First name(s)                                    Date of Birth:

Address:



                                                     Tel No:

                                                                                                           Mobile No:

Postcode:                                    Email address:



	Please tell us what project management skills you have and what experience you have of working in a counselling setting.



	Please tell us your understanding of assessment and the quality assurance of counselling and group work


	What is your understanding of the Voluntary Sector?


	What is your experience and understanding of creating and maintaining a high profile for services with stakeholders and in a strategic context?



	Please tell us about the experience you have in monitoring and reporting performance data.


	Please tell us about your ability to ensure that best practice is promoted throughout all aspects of the service.

	Health and medical details.  Please comment on any health issues that may be relevant to your performance as a Project Manager



	References.  Please give the names and addresses of two referees; one being your current or previous employer. The other you must have known for at least two years. Please do not use members of your family.

Reference one




Reference two

Name






Name

Address:





Address:

Postcode:





Postcode:

Occupation:





Occupation:

Telephone Number:



Telephone Number:



	I confirm that the information I have given in this application is true and accurate to the best of my knowledge.

Signature:







Date:

Please include a copy of your CV with your application and return them together with the completed Equal Opportunities Monitoring and Rehabilitation of Offenders Act forms to: sara.thomas@isas-notts.org.uk or Private and Confidential, Operations Manager, ISAS, 67 North Gate, Newark, Notts.  NG24 1HD


ISAS – Incest and Sexual Abuse Survivors

Equal Opportunities Monitoring

ISAS recognises that everyone has a right to equality and endeavours to ensure that in all aspects of ISAS work no one is discriminated against on the grounds of age, sex, class, health, status, social standing, political belief, religion, race, colour, nationality or sexuality.

To help us in monitoring the role of ISAS as an organisation who endeavours to adhere to the Equality and Diversity Act 2010 we would be grateful if you would fill in this form and add any comments you may have.  If you prefer not to divulge personal information of this nature, your wishes will be respected.

	How did you hear about this vacancy?




ETHNIC ORIGIN: I consider my cultural or ethnic origin to be: (please tick)

	Black
	Black/Asian
	White

	Afro-Caribbean
	Indian
	UK

	African
	Pakistani
	Other European (inc. Irish)

	Other*
	Bangladeshi
	Other*

	
	Chinese
	

	
	Other*
	


* Please specify

Disability: Do you have a disability?  YES/NO

If yes, are you registered?  YES/NO

If you wish to disclose your sexuality please do so here: 

Gay      (    
           Lesbian (    

   Bi-sexual      (
         Heterosexual        (
Transgender      ( 
This form will be detached from your application upon receipt and will be used for monitoring purposes only

Thank you for completing this form

Rehabilitation of Offenders Act 1974

Declaration

I confirm that the information I have given on my application form is correct and complete, and that misleading statements may be sufficient for cancelling any agreements made.  I understand that, in the event of being short listed for interview, I may be required to complete a confidential declaration in respect of my state of health.  Because of the sensitive nature of the duties the post-holder will be expected to undertake, I also understand that the declaration will include details of any criminal convictions, cautions, reprimands, and final warnings and any other information that may have a bearing on my suitability for the post.

I understand too that an Enhanced Disclosure will be sought from the Criminal Records Bureau in the event of a successful application.

Signed:

Dated:

Declaration of Criminal Record

Because of the sensitive nature of the duties the post-holder will be expected to undertake, you are required to disclose details of any criminal record.  Only relevant convictions and other information will be taken into account so disclosure need not necessarily be a bar to obtaining this position.

Have you ever been convicted by the courts or cautioned, reprimanded or given a final warning by the police?  

(Note that the post you have applied for is excepted from the Rehabilitation of Offenders Act 1974, which means that all convictions, cautions, reprimands and final warnings on your criminal record need to be disclosed.)

YES/NO?

If yes please give details of offences, penalties and dates:

Are you aware of any police enquires undertaken following allegations made against you, which may have a bearing on your suitability for this post?

YES/NO?

If yes please give details:

Signed:

Date:

Any information you give will be kept confidential.  The Data Protection Act requires that personal information is obtained and processed fairly and lawfully; is only disclosed in appropriate circumstances; is accurate, relevant and not held longer than necessary and is kept securely
Please use this space to provide further information that will support your application.



































ISAS

Project Manager Nottinghamshire

