
EAVES HOUSING FOR WOMEN LIMITED



JOB DESCRIPTION

POPPY PROJECT 


Job Title:

Anti- Trafficking Advocate- Acute
Responsible To:
Team Leader & National Coordinator
Responsible For:
N/A


_____________________________________________________________________
Job Purpose
· To provide high quality support to tenants through a detailed "key working" model

· To assist tenants resolve problems and develop life skills and through the provision of support and information, to assist tenants to exit the project in a safe and positive way
Key Tasks and Responsibilities
1 Support  Work
1 To establish and promote an effective working relationship with partner agencies, statutory and voluntary.

1 To assist any new tenant to settle into a new tenancy.  To work with the tenant and to develop a detailed support plan which addresses her specific needs.  To ensure that the tenant is familiar with the criteria of the project and is supported to make decisions regarding issues such as: assisting the authorities with intelligence; whether she wishes to return to her home country or to remain in the UK: and the implications of those decisions. To ensure that the tenant applies for all available benefits, if applicable, and to provide advice and assistance.

1 To hold regular one to one meetings with tenants to develop, progress and review support plans and deal with issues such as counselling, life skills etc. 

1 To identify agencies and individuals who could provide appropriate services. To negotiate with the tenant and potential service providers to draw up a detailed plan and co-ordinate the delivery of this plan.

1 To act as the advocate of the tenant when appropriate.
1 To be part of the "out-of-hours" rota.
1 To carry out property management duties, including reporting repairs and liaising with contractors. 

1 To carry out weekly fire alarm testing, regular fire drills, fortnightly and quarterly health and safety checks. 
1.9      Produce high quality reports where necessary 
1.10    Maintain appropriate records and statistics regarding service users  
1.11    Maintain administrative systems 
1.12    To complete SHIP Returns 

1.13   Provide telephone advice to referrers and support to women on the project during 
           weekly duty shifts
Development of specialist expertise:  The Poppy Project is looking to work more
globally and as such it will be desirable for the candidates to demonstrate the 
following: 

2.1 Develop area of specialism relating to trafficking, as agreed with the National Coordinator

2.2 Establish and promote effective working relationships with partner agencies, both statutory and voluntary

2.3 The willingness to travel internationally at short notice and for varying lengths of time is essential

2.4 Working experience of child protection and safeguarding is desirable but not essential

2.5 Working in an international environment with field experience in a developing country is desirable but not essential

2.6 Fluency in one other EU language alongside English is desirable but not essential
2.7 Identify agencies and individuals who could provide appropriate services to victims of trafficking

2.8 Negotiate with service users and potential service providers to draw up detailed support plans and co-ordinate the delivery of this plan
2.9 Implement service level agreements and memoranda of understanding, notifying the Team Leader of potential problems

2.10 Keep abreast of relevant legislation, funding, care and support models and changes affecting Eaves’ Outreach Service
2.11 Participate in the of the Poppy ‘Out-Of-Hours’ service 

3 Policy, Reporting and Monitoring
3.1 Contribute to the development of policies and procedures and to take responsibility for the development of good practice in relation to the postholder’s designated area of expertise
3.2 Experience of writing donor funding evaluation reports

3.3 Proven experience in contributing to the development of funding applications and a willingness to partake is fundraising activity
3.4 Assist in monitoring the department’s achievement of key performance indicators and discuss and implement corrective action as required
3.5 Contribute to the production of reports and statistics as required 
4 Core Criteria for all Staff

4.1 Promote the aims and objectives of the organisation and ensure that all contacts with external people and organisation fully reflect the professional approach of the organisation

4.2 Benchmark Eaves’ services against those of other service providers; to review and update the organisation’s service in the light of this benchmarking and in the light of development in practice 

4.3 Achieve personal and team performance targets identified on an annual basis
4.4 Work flexibly as a member of a team and the organisation.  To ensure all contacts both within the team and with other teams assist the smooth running of the organisation.  To ensure that all communication made with team/organisation members and managers is carried out in a respectful and professional manner at all times
4.5 Share relevant information and expertise within the organisation
4.6 Keep all records, statistics and qualitative information in accordance with Eaves’ Policy and Practice
4.7 Be self servicing and contribute towards the development of information technology within Eaves
4.8 Attend and make best use of regular supervision sessions and participate in relevant training
4.9 Work within Eaves’ statement of intent and equal opportunities.  To promote the equal opportunities policy and anti-discrimination practice in all areas of Eaves' work

4.10 Work within Eaves’ Health & Safety and all other policies and procedures
4.11 On occasion to work evenings, weekends including overnight stays
4.12 To travel as required

	Criteria
	INT
	TEST

	Knowledge and Experience
	
	

	1        Substantial experience of providing support to vulnerable women including casework experience with women who have experienced violence
	(
	

	2 An understanding of trafficking and how it affects women


	(
	

	3 Working in an international environment with field experience in a developing country is desirable but not essential

	(
	(

	4 Working experience of child protection and safeguarding procedures is desirable but not essential
	(
	(

	5 Experience and knowledge of carrying out assessments and developing support plans from these    


	(
	(

	6  Experience and knowledge of managing caseloads, (assessing need,  assessing risk, planning implementing/accessing and evaluating care)
	(
	

	7
Knowledge and awareness of relevant legislation, including immigration, asylum and trafficking
	(
	

	8
Experience of writing donor evaluation reports is desirable
	(
	

	9.        Experience of property management/ health and safety would be           

           desirable. 


	(
	

	Skills and Abilities
	
	

	10
Good literacy and oral communication skills
	(
	(

	11
Ability to self-service and produce documents to a good standard using word processing package
	
	(

	12
Ability to write clear and precise reports on complex issues
	(
	(

	13
Proven experience in contributing to the development of funding applications and a willingness to partake in fundraising activity
	(
	

	14
Ability to set up and maintain good administrative records
	(
	

	15
Ability to communicate effectively with service users, staff, agencies, statutory bodies etc and maintain good working relationships with a range of agencies
	(
	

	Attitudes
	
	

	16.     Essential to work as part of a team and the wider organisation


	(
	(

	17.
Understanding of and sympathy with Eaves’ aims and commitment to  women who have experienced violence
	(
	

	18.
Flexible and willing to contribute to the success of the team
	(

	

	Other
	
	

	19.
Good attendance record and ability to cope with pressure
	(
	

	20.       Willingness to travel abroad

	(
	

	21.      Fluency in one other EU language alongside English is desirable


	(
	

	22.
Ability and willingness to work some evenings & occasional weekends
	(
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