Job Description and Person Specification


Job title: 			Emotional Support Coordinator
Location:			Leicester City
Responsible to:		CEO
Responsible for: 	Development and Coordination of Emotional Support service.
Hours: 	18 Hours per week (fixed term contract until 31st April 2022)
Salary: 	£13 per hour

As an occupational requirement, the post is open to women only under the exemption afforded by schedule 9 part 1 of the Equality Act 2010

About LRC (Leicester Rape Crisis)
LRC is a feminist organisation, which aims to:
· Support survivors of rape or sexual abuse aged 14+. We work to empower survivors and help them to maintain control of their lives.
· Raise awareness about rape, sexual abuse and sexual violence.
· Provide information, guidance, training, and expertise within the community.
· Contribute to policy initiatives and strategies aimed at improving the service provision for survivors.
· Actively challenge the values, beliefs and behaviours which contribute to sexual and gender-based violence.
· Work in partnership with local service providers and communities to promote the values of LRC.
Main Purpose of the post:
To develop and coordinate emotional support services.


Duties and Responsibilities 

 	Comment by Harriet: Will there be an expectation of the Coordinator having their own caseload of clients?
1. Working with the CEO and Project Co-ordinator to develop Emotional Support services. 
2. Developing administration systems and processes to improve operational activities and the smooth running of the Emotional Support service.
3. Be willing to have own caseload of clients, to support the service as and when required. 
4. Oversight of management and recruitment of Emotional Support volunteers/ staff. 	Comment by Harriet: Just adding this in so you can continue to have the final say, particularly around recruitment decisions
5. Scoping of Emotional Support service requirement and provision need amongst existing and prospective clients.	Comment by Harriet: Just reworded this section to be a bit broader, rather than be really specific with tasks
6. Allocating clients to Emotional Support volunteers/ staff. 
7. Administration of support services including inputting of evaluation information and inputting case information on to the ‘DPMS’ case management system.
8. Produce publicity and promote the services with the appropriate services. 
9. Ensure that Equality and Diversity is actively promoted and that the Equal Opportunities Policy is adhered to in all activities.
10. To undertake any appropriate training as agreed by the Management Committee and to take responsibility for own professional development/ training proportionate to the role. 


This job description may be updated by the Management Committee of LRC from time to time in order to meet the changing requirements of the job. Other duties may be required from time to time in line with the purpose and level of responsibility of the post.	Comment by Harriet: Is there a percentage that can be changed without consultation? I think it’s usually 20%?

PERSON SPECIFICATION

Short-listing and subsequent selection for this post will be determined by the extent to which you meet the requirements detailed in this person specification. You should try to demonstrate on the application form the extent to which you satisfy each of the points of this specification, where possible in terms of experience.


Method of assessment (A = Application, I = Interview, P = Presentation)

	ESSENTIAL
	DESIRABLE

	Experience/ knowledge
· Understanding and knowledge of sexual violence and its impact (A, I)
· Good understanding of the needs of vulnerable women (A, I)
· Understanding of developing partnerships across voluntary and statutory sectors (A, I)
· Experience of supporting and working with colleagues and supervisees (A, I)

	· Experience of working in the violence against women sector (A, I)
· Working within agreed budgets (A)
· Experience of supporting and supervising staff/ volunteers (A)




	Skills and abilities
· Good communication skills both written and verbal (A, I, P)
· Able to build good rapport and communicate with people at all levels (I, P)
· Ability to work as part of team (A, I)
· Ability to work on own initiative and be a self-starter (A, P)
· Ability to motivate others (A)
· Good interpersonal skills (I, P)
· Good organisational skills (A, I)
· Good record keeping, monitoring and report writing skills (A)
· Ability to develop systems and procedures (A)
· Ability to carry out monitoring and evaluation (A)
· Excellent IT skills including word-processing, spreadsheets and other applications (A)
	· Co-ordinating promotional materials and events (A)
· Experience of evaluating services to include clients feedback (A)















	Specialist knowledge
· Understanding and knowledge of violence against women issues and in particular, barriers to accessing services (A, I, P)
	


	Training and education
· Relevant professional or training qualifications (A)

	· Evidence of continuing professional development (A)
· 

	Equality issues
· Understanding and commitment to equality and diversity – especially in regards to how this affects service delivery for marginalised and vulnerable women who have experienced sexual violence (A, I)

	

	Other requirements
· Ability to work at least 2 evenings per week and have a flexible approach to working hours (I)

	· Have own transport, with a clean driving licence (I)




Please send completed application and equality and diversity monitoring forms to ceo@jasminehouse.org.uk by the 31st May 2021.  

