WAI YIN CHINESE WOMEN SOCIETY

JOB DESCRIPTIONS

Job Title:

ETE Unit Active Citizen Project Worker

Grade:

Project Worker (PW)

Pay Scale:

Wai Yin Pay Scale 19
Reporting to:
ETE unit Co-ordinator
Main Duties and Responsibilities

Centre Responsibilities

1. To participate in the creation of a warm, welcoming, comfortable safe and accessible environment for service users at Wai Yin.

2. To be responsible for the recruiting, induction and supervision of volunteers, tutors for your Project. To act as a role model and mentor for all volunteers/project staff/tutors at the Centre.  

3. To participate in Centre meetings, where information is shared and exchanged. To ensure that relevant information about your Project is given to other staff and volunteers at Wai Yin.

4. To contribute to the development and implementation of Centre policies and procedures.

5. To adhere to Wai Yin’s Confidentiality and Equal Opportunity policies.

6. To contribute to the provision of a safe and healthy environment, ensuring that the legal requirements of health and safety are complied with.

7. To act as an ambassador for Wai Yin as an agency and the Chinese community in general. 

8. To participate in Centre working groups e.g. Health and Safety, Marketing, Promotion etc.

9. To participate in Centre activities, such as festivities, conferences, job fairs etc.

10. To promote pride in being Chinese in Britain and to support minority groups, challenging racist or discriminatory ideas and practice within Wai Yin itself and (where possible) outside agencies.

Roles and Responsibilities specific to this post

1. To liaise and work with the whole ETE team, and Active Citizens Steering Group, to ensure the successful delivery of the Active Citizens Project:
· Promote The Active Citizen Project and outreach as appropriate.

· Recruit eligible candidates onto the project, who will benefit from the Active Citizen program.

· Co-ordinate, plan and deliver appropriate services and activities as defined by the Service Specification of the Active Citizens Project.

· Assist to train/supervise the every day work of staff and volunteers directly involved with the Active Citizen Project.

· Work with the ETE team to ensure good financial control of the Project expenditure.

· Establish and implement systems enabling service users to participate in decision making related to the delivery and management of the Project.

· Maintain accurate and relevant records of learners’ progress.  

· Maintain accurate records of group work or Project activities.

· Implement appropriate Information Technology systems to support the work of your Project. 

· Prepare regular progress reports for the Management Team, Steering Group, and for all relevant stakeholders in the Project.

· To maintain records, collect/collate statistics, case studies, and good news / stories for monitoring and evaluation as required by grant aiding bodies.

· Disseminate the Active Citizen's Project through a Dissemination Event and other media.

2. To provide Case Worker Support for Learners/Volunteers taking part in Active Citizen: 

· Provide IAG support for the Learner's journey, with ILP Review and exit, and also internal/external signposting.

· Liaise across the Wai Yin teams to develop our holistic service.

· Liaise with other IAG staff to design and implement referral systems and networks.

· Contribute to the quality of experience for service users, providing them with a clear seamless efficient service.

3. Deliver Training/Assessment for the Volunteering Award.

4. Contribute to the continuous improvement of the ETE Unit , and the quality delivery:

· Network across the community and volunteering networks of Manchester, to gather best practice, and represent the Active Citizenship Project.

· Contribute to the MATRIX Working Group.
· Formally observe tutors and activities and provide job appraisal to part time Tutors.

· Contribute to innovation and continuing professional development practice.

·  Contribute to the ETE evaluation research activities and preparation of our yearly Self Assessment Report.

Professional Development and Training

1. Advice and support students on placement. 

2. Behave in a professional and appropriate manner at all times

3. Deliver training to Wai Yin staff and volunteers as well as staff from outside agencies, as required

4. Attend relevant training as required by Wai Yin’s Business Plan. To take responsibility for own professional development in consultation with the line manager

5. Maintain and develop appropriate Information Technology skills

This job description is a guide to the main duties and responsibilities of this post. It may be subject to amendment as a result of consultation and agreement between the post-holder and their line manager. 



