Daventry Volunteer Centre

Horizon Project Worker – Part-Time
 Job Description 

Line Manager:  The Horizon Project Co-ordinator, reporting to the CEO Daventry Volunteer Centre.
Purpose of Post: 
To work closely with the Horizon project co-ordinator to ensure the effective delivery of the Horizon project activities: 

1. To assist the project Co-ordinator in providing tailored support to individuals with additional needs recruited to the project (lack of confidence, learning difficulties, anxiety as a result of COVID-19 pandemic, other low-level mental health issues etc.) leading to access to better chances in life, opportunities for volunteering, help to improve life skills and personal development, participation in group activities, training, and increased involvement in social activities and community life.
2. To give 1-1 support to local people recruited to the project to actively take part in volunteering and group activities including: Training Sessions, Social Events, Volunteering placements in the local community or with other Daventry Volunteer Centre projects, Special Interest Groups etc.

Notes to the Post:

The post holder will actively follow policies including Equalities, Diversity & Inclusion, Health & Safety, and Safeguarding policies. 

As the project develops there may need to be changes to the duties and responsibilities. These will be reviewed and amended in consultation with the post holder.

Duties and Tasks:
Project Worker Responsibilities:
1. Work closely with the Horizon project Co-ordinator to ensure the smooth and effective co-ordination of the project.
2. Assist the project Co-ordinator through 1-1 work with individuals referred to the project, to identify their specific support needs and devise an Action Plan to address these needs. 

3. Provide/arrange/signpost to other organisations as appropriate, tailored support as identified from 1-1 sessions and included in the Action Plan. This might include accompanying the participant to volunteer placements, to the Job Centre, to work experience etc. 

4. Work with the Daventry Volunteer Centre volunteer brokerage staff to identify volunteering placements for project participants both within DVC and externally with local not for profit organistions.
5. Deliver Group Learning and Activity sessions with the help of specifically skilled volunteers, in response to Horizon participant needs.

6. Assist the project Co-ordinator with monitoring and evaluation to ensure all aspects of the project are properly recorded including:

· Complete Action Plans to addresses support issues identified by the participant
· Up-dating and maintaining Volunteer Plus, Contact sheets and other records

· Completing WEMWBS assessments and other surveys to measure well-being
· Completing Case Studies, reports, and other monitoring as required by the CEO.
7. To offer information and support (liaising with partners organisations where appropriate) to participants wishing to access outside training, supported and/or un-supported volunteering roles, work experience, paid work, further education or social activities.
8. Organise regular social events both within DVC and externally, linking with the Daventry Social Group.
9. To liaise closely with voluntary organisations and statutory agencies referring people with additional needs to the project, and/or offering volunteer placements to people with additional needs.
10. To assist the project Co-ordinator to promote an environment that champions equal opportunities to all volunteers and participants, and embraces diversity and inclusivity as core values, in keeping with DVC’s Equal Opportunities, Diversity & Inclusivity policy.
11. To carry out risk assessments for all activities to be undertaken with project participants, and generally to ensure that all reasonable care is taken at all times for the health, safety and welfare of yourself and other persons, and to comply with the DVC policies and procedures relating to health and safety.

12. Generally, to assist in the promotion of the Horizon project e.g. via Social Media, talks, presentations, articles for publication.

13. To ensure volunteers helping with project activities receive an induction session and an induction pack with relevant Health and Safety information, relevant DVC policies and volunteer expenses claim forms.

14. To assist the project Co-ordinator to organise for the project volunteers to take part in National Volunteering Events, such as National Volunteers Week, Make a Difference Day, and ensure individual volunteers receive recognition for their involvement.

15. To maintain confidentiality, in keeping with the DVC Confidentiality policy.
16. To prioritise workload in agreement with the project co-ordinator.
17. To attend staff meetings and supervision sessions, and training where appropriate.
18. To undertake any other duties in relation to the work of the project, as required by the CEO.
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