EAVES IN PARTNERSHIP WITH WOMEN IN PRISON

JOB DESCRIPTION

BETH CENTRE 

Job Title:
 

Volunteer and Peer Mentoring Coordinator
Responsible To: 
Beth Centre Team Leader
Responsible For:
Beth Centre Volunteers
Job Background 

Women in Prison and Eaves (Charity working on all forms of violence against women and girls) work together to deliver a woman only, one-stop-shop, drop-in service called the Beth Centre, funded by Lambeth Borough Council, for women affected by the criminal justice system.
Job Purpose

To implement a volunteer peer mentoring scheme for women affected by the criminal justice system (aged 18 and over).  To train, support and pair peer mentors with appropriate mentees, retaining oversight of this process.
To recruit and supervise Beth Centre volunteers (not in the peer mentoring scheme). 

Key Tasks and Responsibilities

Design and deliver a peer mentoring service
1.1 In consultation with Beth Centre colleagues and manager and with SU input, deliver a volunteer peer mentoring scheme in which women previously affected by the criminal justice befriend, support and mentor new referrals at risk of or affected by the criminal justice system.

1.2 Ongoingly test assessment tools to risk assess, screen and pair peers and mentees.
1.3 Test and implement a specially targeted training programme on women and girls and the criminal justice system. The training is for peer mentors to ensure they are well equipped to support mentees. Training will involve expert speakers and is accredited.
1.4 Be responsible for the service user panel which helps shape and inform the design and delivery of the project
1.5 Ensure detailed, up-to-date and confidential maintenance of records for the scheme

1.6 Constantly review, reflect, evaluate and refine the service in the light of lessons learnt and outcomes for service users.

1.7 In consultation with Eaves volunteer coordinator, recruit, induct and train volunteers to support the work that Beth Centre staff do.

1.8 Be responsible for allocating recruited volunteers to Beth Centre support workers and support these staff in the supervision of their volunteers.

2 
Promotion, monitoring and evaluation of the service
2.1 To design and deliver presentations, briefings and training to internal and external audiences.
2.2 To write reports and papers to promote this aspect of the Beth centre Service.
2.3 To design and distribute material to promote and explain the service and targeted material to enhance referrals and recruit appropriate participants to the scheme

2.4     
Prepare timely and reliable monitoring and evaluation reports for       
funders ensuring accurate statistical and qualitative content
3.
Support Services

3.1
To carry out assessments for risk and for appropriacy for the scheme 
3.2      To work with the team to establish and maintain contact with a wide range of agencies for referrals into the service and for signposting and referrals into other agencies for support.

3.3     To promote an approach which ensures that the practical and emotional support that both peer befrienders and mentees find empowering and enabling.
3.4       To participate in the Beth centre duty rotas to ensure consistent levels of service of the centre.
4. Finance and Funding

4.1 To be responsible for financial administration of the service including petty cash, purchase orders and cheque requests for interpreters, mobile phones,  in line with policy and procedure.
4.2 To assist WiP and Eaves to make applications to the appropriate funders for individual or one off grants.

4.3 To ensure compliance with all funding requirements including the provision of comprehensive reports and statistics.

4.4 To ensure accurate, up-to-date financial and administrative records and procedures

5. Core Criteria for all Staff

5.1 To 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.

5.2 To 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. 

5.3 To achieve personal and team performance targets identified on an annual basis.

5.4 To 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.

5.5 To share relevant information and expertise within the organisation.

5.6 To keep all records, statistics and qualitative information in accordance with Eaves’ Policy and Practice.

5.7 To be self servicing and contribute towards the development of information technology within Eaves.

5.8 To attend and make best use of regular supervision sessions and participate in relevant training.

5.9 To 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.

5.10 To work within Eaves’ Health & Safety and all other policies and procedures.

5.11 To represent the needs of the team and service users in internal meetings, for example Health and Safety Meetings, Management Meetings etc.

5.12 To work evenings, weekends and late night according to shift patterns and opening hours and according to additional need.

5.13 To carry out any other duties that may reasonably be requested.

EAVES FOR WOMEN

Volunteer and Peer mentor coordinator: Beth Centre  

PERSON SPECIFICATION

Criteria marked ‘Int’ will be tested at interview; ONLY ADDRESS POINTS WITH A TICK AGAINST ‘APP’ IN THE APPLICATION FORM

	Criteria
	APP
	INT

	Experience, Knowledge & Qualifications 
	
	

	1.  Experience and knowledge of working with vulnerable women with complex issues (assessing need, assessing risk, planning, implementing / accessing and evaluating care)
	√
	√

	2.  Substantial experience of direct work with vulnerable people


	√
	√

	3.  Experience of designing and delivering training 
	√
	√

	4.  Knowledge of the issues faced by women affected by the criminal justice system        
	√
	√

	5.Experince of working with and supervising volunteers
	√
	√

	6.  Knowledge of the way in which women are affected by gender violence and how this can impact on their experience of the criminal justice system
	√
	√

	7.  Experience of working in partnership with statutory services (housing, health and/or social services) in developing responsive services
	√
	√

	8.  Comprehensive understanding of and commitment to equal opportunities
	√
	√

	Skills & Abilities
	
	

	9.  Ability to participate in the development and implementation of a service user assessment and review process
	√
	√

	10. Ability to engage with vulnerable women with complex needs in a variety of settings
	√
	

	11. Ability to design, set up and implement new services
	√
	√

	12.  Ability to communicate effectively with service users, committees, colleagues and other professionals, and promote the organisation
	√
	√

	13.  Ability to collate and maintain a range of statistical and other information
	√
	

	14.  Ability to self service including the use of a word-processing package 
	
	

	Attitudes
	
	

	15.  .  Commitment to social justice and the empowerment of women
	√
	√

	16.  Proven understanding of and empathy with the needs and rights of women who have been affected by the criminal justice system
	
	√

	Other
	
	

	17.  Good attendance record and the ability to cope with pressure
	√
	√

	18.  Ability to work flexibly, including evenings and some weekends and duty cover
	√
	√


