[image: ]
[bookmark: _GoBack]Daventry Volunteer Centre
Job Description
Help To Work Project Co-ordinator
37 Hours per week, 3 Year contract from August 2023 to July 2026


Purpose of the post:

To co-ordinate the Help to Work Project - firstly to recruit individuals to take part in the project, and secondly to provide tailored support to those individuals recruited.

1. To recruit local people with a range of additional support needs who are looking for paid employment, to actively take part in the Help to Work project through activities including volunteering opportunities arranged through Daventry Volunteer Centre and the DVC projects and other appropriate VCSE organisations, and through arrangements with local employers/businesses.

2. To provide tailored 1-1 support to individuals with additional support needs from the project target groups, including people aged over 50 or wishing to work past retirement age, people with lifelong physical disabilities and conditions, Carers exploring a return to work, and people with no access to transport or technology.

Responsible to:  The CEO of Daventry Volunteer Centre.
Notes to the Post:
The post holder will actively follow policies including Equalities, Diversity and Inclusivity, 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:

The project co-ordinator will:
1. Work closely with the Daventry Volunteer Centre staff team and volunteer brokerage co-ordinator to recruit individuals from the Help to Work target groups who would like to engage in volunteering as a route to paid employment through the project.

2. Work closely with DVC partners, local agencies, social prescribers, and other organisations making referrals to DVC, to recruit Help to Work project participants from our target groups that require/would benefit from 1-1 tailored support to find paid employment.

3. Work 1-1 with individuals referred to the project to identify their specific support needs and devise an agreed personal Action Plan to address these needs.

4. Support Tasks will include help with writing CV’s and job applications, IT support, delivering group training and skills development sessions in response to participant needs, mentoring, advocacy, liaising closely with outside agencies, local VCSE organisations, local businesses, social prescribers etc.

5. Provide/arrange/signpost to other organisations as appropriate for the tailored support as identified from 1-1 sessions. This might include accompanying the participant to outside placements, to the Job Centre, to work experience at a local business etc.

6. Use the DVC monitoring and evaluation tools to ensure all aspects of the project properly recorded including:
· Completing Action Plans to address support issues identified by the participant
· Up-dating and maintaining Charity Log, Contact sheets and other records
· Completing Outcomes Star assessments and other surveys to measure well-being
· Completing Case Studies, reports, other monitoring as required by the CEO.

7. To offer information and support (liaising with partner organisations where appropriate) to participants wishing to access volunteering opportunities, outside training, work experience, paid work, further education or social activities.

8. To promote an environment that champions equal opportunities, diversity and inclusivity to all participants, in keeping with DVC’s Equal Opportunities, Diversity and Inclusivity policy.

9. To carry out risk assessments for all jobs to be undertaken 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.

10. To advertise and promote the Help to Work project e.g. via Social Media, talks, presentations, articles for publication, liaison with local agencies and businesses.

11. To maintain confidentiality, in keeping with the DVC Confidentiality policy.

12. To develop and prioritise workload in consultation and agreement with the CEO.

13. To attend staff meetings, supervision sessions, and training as required.

14. To undertake any other duties relevant to the position which may be outside of usual working hours.

15. To undertake any other duties in relation to the work of the DVC, as required by the CEO.
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