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	Job Pack:  Transition Outreach Worker (17.5hrs)
Thank you for your interest in working for Contact. The job pack consists of the following documents:

· Guidance Notes

· Job Benefits Details
· Equal Opportunities Monitoring Form 

· About Contact and the Role 
· Job Description/Person Specification

The closing date for applications is   13th June 2021, at 5.00 pm   
Please return a completed application form along with an equal opportunities monitoring form by the date stated above. 

It would be really helpful if you could save your documents in the following format ‘yoursurnameappform.doc’ and ‘yoursurnameequalopps.doc’.  This is so that we can identify them easily in a group of applications and cut down on the processing time in sending them to the panel.  

If you do not hear from us by the interview date it does mean that we have not been able to include you on our shortlist.  Previous applicants need not apply. 
Completed applications should be emailed to:  recruitment@contact.org.uk  or sent by post to:  

HR Recruitment

209-211 City Road

London 

EC1V 1JN




Guidance Notes for Applicants

Filling in the application form

· Please complete all parts of the application form. (CVs will not be accepted in place of an application form).

· Show clearly how your experience, knowledge, skills and abilities are relevant to the requirements of the person specification.

· Give full details of your duties in your present or most recent job. This may be a voluntary role. Do not miss out experience gained in previous jobs but select the most relevant points. Also include details of any skills or experience gained from voluntary, committee or community work, etc.

· Use extra sheets if necessary, noting your name and the post you have applied for at the top of each sheet.

· Check the closing date to allow time for your application to reach us.

· We suggest you keep a copy of your completed application.

· Contact does not usually acknowledge receipt of application forms unless specifically requested and a stamped, self-addressed envelope is enclosed. Please note that if you have not been contacted by the advertised interview date then unfortunately you have not been successful in your application.

Short-listing

When short-listing we will be looking for evidence that you have the knowledge, experience, skills and abilities to do the job as detailed in the job description and person specification. These provide the essential criteria against which your application will be assessed. The short-listing panel will not have access to the monitoring details you provide. 

Disabled candidates

Contact welcomes applications from disabled candidates. Please make us aware of any reasonable adjustments we may need to make for you as a disabled person and particularly address any special requirements you may have if you are invited for interview. 

Equal Opportunities Monitoring

For statistical purposes please complete and return the monitoring form. As stated above the form will be detached from your application form before the short-listing exercise.
Criminal Record Declaration and the Criminal Records Bureau & Central Registered Body in Scotland Disclosure Service

The declaration must be completed. Contact is an organisation that provides services for families of children with disability. You will appreciate therefore, that Contact must be particularly careful to enquire into the character and background of applicants for appointments to posts that (a) involve contact with children or supervise those who have contact with children, (b) who are in positions of trust and influence and (c) who, by virtue of the authority and responsibility inherent in the post they hold, might be expected to be positively suitable to work with children. Seeking this information is not, in anyway, to reflect upon applicants’ integrity but is necessary to protect the vulnerable and to assist us in making safe recruitment decisions. 

If you wish to check any aspect of this, further details are available on the DBS website www.dbs.gov.uk or their DBS information line 0870 909 0811.    The declaration form is not part of the short-listing process

We aim to make the application process as straightforward as possible. If you have any further questions regarding your application, the Disclosure or monitoring processes, or require any further general guidance or information about Contact please contact a member of our Human Resources Department 020 7608 8766 or email recruitment@contact.org.uk
Thank you for applying to Contact. 

Job Benefits Details
Contract 
· FIXED TERM UNTIL June 2024
Salary

· £25,481 - £28,672 FT equivalent pro rata

Annual Leave

· 25 days pro rata per annum plus one extra day for each completed year of service up to a maximum of 30 days after five years’ service.  Holiday year runs January – December.  

Discretionary Leave

· 3 days a year for the period of office closure between Christmas and New Year.  Pro rata for part time employees.

Hours of Work

· 17.5 hrs normal office hours are observed but flexibility can be arranged in most areas of work.  Family Friendly and Work Life Balance policies are observed.

Pension Scheme

· Auto-enrolment pension scheme. Matched contribution rate for employee and employer of up to 5%.

Employee Assistance Programme

· Covering employees and their families, a full EAP free counselling service is provided through Health Assured.

Season Ticket Loan

· Yearly season ticket purchase available after six months satisfactory service, repayable over a ten-month period.

Contact 

Equal Opportunity Monitoring Form               

The completion of this form is voluntary, but the information it contains helps us to monitor and improve our equal opportunities policies and procedures.  This sheet is removed from the application form before the short-listing process, thus ensuring that all short-listing is based on merit.

	1. Full Name: 



	2. Job Applied For: 



	3. Date of Birth
	4. Marital Status



	5.  Gender:   Male / Female 


(delete as appropriate)
	6.  Nationality:




7.   I belong to the following ethnic grouping: (tick as appropriate)

	 A: White

A1: British

A2: Irish

A3: Any other white background (please specify)

                                                                                                 
	B:  Of Mixed Race:

B1: White and Black Caribbean

B2: White and Black African

B3: White and Asian 

B4: Any other mixed background (please specify)



	C:   Asian or Asian British:

E1: Indian 

E2: Pakistani

E3: Bangladeshi

E4: Any other Asian background (please specify)


	D:   Black or Black British:

D1:  Caribbean

D2:  African

D3:  Any other black background (please specify)

	E:   Chinese:
	 F: Any other ethnic group (please specify)


Please note that Contact is committed to making reasonable adjustments to allow candidates with a disability to meet the requirements of the role.

8.   Do you consider yourself to have a disability?   



Yes / No    

9. Do you have any disability for which special arrangements should be made, either in an     

Interview or employment situation? If so, please specify the nature of the disability and your requirements:

10. Are you a carer of a child under the age of 18: 



Yes / No

I understand that this information may be stored and processed as part of the Contact Monitoring of equal opportunities and I give my consent to my details to be used for this purpose.

Signed: …………………………………………….    Date: ……………………………………

About Contact and the Role
Contact is a UK-wide registered charity, established in 1979 to support families with disabled children.
Contact improves the lives of all families with disabled children. With them, we transform their lives, break down barriers and tackle disadvantage through ambitious, collaborative, and innovative work. We make a real and lasting impact and are a force for positive change.

Our new strategy will work to deliver the following differences:

· Families with disabled children will know how to get the right support. 

· Families with disabled children will be more confident to deal with the challenges they face.

· Reducing the financial disadvantage that families with disabled children face. 

· Making sure families with disabled children are understood, valued, and included as equals in their communities and society as a whole. 

Contact has a head office in Central London; with offices and home-based staff and volunteers working across the UK. 

Contact provides a free national helpline for parents offering advice and information on the issues affecting their daily lives.  We produce a range of information resources, factsheets and disseminate information through local newsletters and bulletins for parents.  We give developmental advice and support to parent groups and maintain a national database of support groups. Our A-Z of medical conditions is an essential guide to medical conditions, disabilities, and support organisations.  We work extensively with parents to ensure our services and support are geared to the needs of families with disabled children. 

The organisation continues to grow and develop the services we provide to support parents and families.  Alongside this we have our exciting new projects to build on our work on Transition and strengthening family relationships. In England we work in Partnership with the National Network of Parent Carer forums (NNPCF), Contact also supports the further development of parent participation work across UK embedding parent involvement in service planning and decision making across the country. 

About the Role
Project Summary
Contact has been providing information and support services in Northern Ireland since 1999. We work with parents and partners to raise awareness of the challenge’s families face and campaign for better services and support. 
This new role of Transition Outreach Worker is focused on preparing parents for the transition of their disabled children into adult life and understanding that families face some common, and some unique challenges navigating the statutory services.  The lived experience of parent carers steers this project, and they will be central to the design, delivery, and monitoring of the project. We will be working with partners, Carers NI and schools, to deliver a programme of workshops, Career Fairs and training for families; to inform and empower them to advocate for their children during the transition process. The work of the project will also involve coproducing online resources and develop peer support groups for parents. 

Transition Outreach Worker 
You will work collaboratively with parent carers to develop and facilitate a steering group to oversee the project and who will advise with ongoing evaluation. You will have excellent communication and relationship building skills to work with partners and parents to deliver a programme of meetings, workshops, Career Fairs and train the trainer. You will have experience of working with adults in groups and in one-to-one support. 
You will be interested in developing and monitoring services and increasing your knowledge to support parent carers. You will be flexible and creative in how the project is delivered to meet families’ needs and mindful of what COVID 19 restrictions may apply. You will have excellent team working skills and work alongside a supportive team in a wider UK organisation. 
Contact is committed to the professional development of its staff. We will provide regular supervision, appraisal, training, and support. 

To Apply:

Please return a completed application form along with an equal opportunity monitoring form (downloadable as part of the job pack) by the date stated below to: recruitment@cafamily.org.uk 

Important dates:

Closing Date: 
13/6/2021
Interview Date:
21/06/2021
Contact
Job Description

	Job Title:
	Transition Outreach Worker

	Responsible To:
	Manager, Northern Ireland 

	Team Membership:
	Contact Northern Ireland  

	Location:
	Home based

	Hours of work:
	2 x Roles at 17.5 hours per week, between Mon – Fri 9:00am – 5:00pm, occasional unsociable hours

	Job Purpose:
	To deliver the ‘Preparing for Transition’ Project 

Working with parent carers to co-design the project, develop a user forum and steering group and develop sustainable resources to help parents in the future 
Working in partnership with Carers NI and other services

Developing and disseminating the information on ‘transition’ to adult life, at each stage, available support services, rights, advocate support, and future options.



	Main Duties:

	1. Co-design, deliver and monitor the project with parent carers, facilitating 4 Steering Group meetings per year
2. Work in partnership with Carers NI to co-ordinate, plan, facilitate and deliver workshops, to build parent carers’ knowledge and confidence to be better prepared to support their child through transition
3. Co-ordinate in partnership with the schools, organisations that provide support and Steering Group, careers fair each year (2 per school) for parent carers and young people to access information, support and identify opportunities
4. To design and create an accessible information resource, in co-production with parents and professionals to prepare parents at the early stages of the transition period moving on from school into adult life 
5. Promote and disseminate the project and the developed information resource 
6. Establish and facilitate parent carer groups to provide peer support 
7. Develop and maintain relationships with relevant statutory and voluntary sector professionals across Northern Ireland, through networking and presentations 

8. Develop and maintain data recording for the monitoring of the project, by working with the NI manager and Monitoring and Evaluation team (M&E)

9. Report to the Manager and liaise with the team on the project at team meetings
10. Support the manager and finance team to ensure accurate finance and accounting records 
11. Support the manager and fundraising team to demonstrate the impact of the work in reports to the funder and the team quarterly workplan 
12. Inform and learn from other Contact teams across the organisation



	Cross functional duties:
	1. To work with colleagues to produce appropriate information and publicity materials for all families including translated materials when deemed appropriate.

2. Develop and contribute to Contact methods of communication with families including social media and regular email bulletins.

3. Ensure data recording is up to date for the Manager when preparing the quarterly monitoring reports and ensure they comply with monitoring requirements.

4. Work with the Manager to ensure feedback from parents is collated monthly and a quarterly case study is written 

5. Work with the colleagues to develop Contact’s information service 


	General:
	a) Contact’s aims and objectives are set out in our Strategic Plan. Operating policies such as Equal Opportunities, Health & Safety and other professional matters are in the policy platform in the Intranet for all staff. The post holder will be expected to work within these aims, policies, and procedures and to ensure that they are followed.
b) The post-holder will be expected to assist with any reasonable administrative duty at the request of the Manager and to maintain records and data on the work that is carried out in accordance with the requirements of the funders and Contact.

c) All members of staff are expected to participate in team meetings and organisational events.

d) Staff are also expected to attend training events relevant to their specific responsibilities and the needs of Contact.
e) All staff are offered supervision and support as monthly one to ones with their manager and annual appraisal incorporating their training needs.




Person Specification

The person appointed will be expected to have the key essential skills, knowledge and experience listed below. The items under the heading ‘desirable attributes’ will also be useful for Contact a Family and the post holder. However, candidates who do not have these desirable attributes should not be deterred from applying.

	Job Title:
	Transition Outreach Worker

	Competencies 
	Accountability: Delivers work on time to agreed standards

Communication and influence: Respond professionally and respectfully to others

Delivering results: Understands the importance of targets and objectives

Teamwork and collaboration: Shares knowledge and experiences with the team

Business orientation: has an understanding of how the organisation works

Relationship building: Remains calm and maintains professionalism when under pressure or when dealing with challenging individuals

Leadership: gives and receives constructive feedback

	Essential skills, knowledge and experience
	Applicants will be responsible for delivering tailored responses to meeting the needs of family carers. Applicants must have:

· A Level 2/3 certificate/diploma in a relevant field i.e. Health and Social Care, Children and Young Peoples Workforce etc, and at least two years recent experience working with children, young people and adults in any of the following environments: children's home, nurseries, family community centres, mental health services or youth projects. (This list is not exhaustive; you may feel that your experience is relevant, but you must demonstrate how.
or

· A minimum of five years’ experience working with adults’ young people and children, and in any of the environments (or similar) listed above. 
· Experience in facilitating workshops on a range of subjects.

· Experience of working with and supporting families who have disabled children.

· Knowledge and experience of the issues and concerns that affect families who have disabled children e.g. benefits, leisure provision, education, respite care.

· Knowledge and experience of safeguarding procedures for children and vulnerable adults.
· Commitment to equal opportunity practice.
· Good organisational and administrative skills e.g., diary planning, word processing, evaluation and monitoring, excellent database skills and short report writing

· Ability to communicate clearly with a wide range of people including parents and carers, social workers, health professionals and colleagues from other voluntary and statutory organisations. 
· Ability to work in a team and to maintain effective communication with the team and manager.

· Self-motivating and flexible. The person appointed will often be working on their own initiative and will need to feel comfortable with this.


	Desirable skills, knowledge and experience


	· Experience of working closely with colleagues from other organisations in both the voluntary and statutory sectors

· Knowledge of the health/education system structure in Northern Ireland
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