YWCA Yorkshire
Job Description & Person Specification
Relief Project Worker
The united Nations convention on the rights of the child states that “Children and young people have the right to say what they think should happen when adults are making decisions that affect them, and to have their opinions taken into account” In acknowledgement of this, YWCA Yorkshire involves Children and Young people in the recruitment process for all staff.


Job Description
	Job Title:
	Relief Project Worker

	Service:
	Doncaster Services

	Responsible to:
	Project Manager

	Responsible for:
	The care and support of Service Users in a Supported Housing Environment/Tenancy Support/Family Support.

	Hours of Work:
	When required to cover sickness and holidays.

	Trial Period & Notice Period:



	Trial period - See ‘Additional information for Relief Workers’.

Notice period - Not applicable.

	Holidays:
	Not applicable. 

	Pension:
	Not applicable.

	Salary Scale:
	£9.00 per hour (including holiday pay)

	Work related circumstances:
	Please see person specification.


	All successful candidates will be subject to an Enhanced Disclosure and Barring Service check and will not be appointed until this has been completed.

	Key Responsibilities



	· To ensure that safeguarding children and vulnerable adults’ procedures are followed and that appropriate action is taken to ensure the safeguarding of children and vulnerable adults in accordance with the organisation’s policies and procedures.

· To attend meetings in relation to the safeguarding of service users and their children.

· To complete and review family assessments and risk assessments within required timeframes.

· Work within the policies and procedures laid down by the Board of the YWCA Yorkshire.

· To contribute to the efficient maintenance of procedures including: handling referrals, admissions, personal planning, review and discharge of service users.

· Ensure that work with service users to implement plans and recommendations is purposeful and of a high professional standard.

· Act as Key Worker for our families during the absence of allocated key worker in order to develop close and supportive relationships.

· To attend appointments and/or meetings with service users in order to offer support and to enable them to access appropriate services.

· Maintain open systems of communication and good relationships with other staff, service users, external services and volunteers which lack prejudice and reflect equal opportunities.

· Be aware of and comply with statutory requirements which apply to the provision of accommodation.

· Be assured in their ability to manage situations assertively and confidently when single cover and/or lone working is required.

· To be responsible for the accurate and consistent recording on CRMS, the organisation’s case management system.

· Have a basic awareness of health issues affecting service users, and to be prepared to take advantage of further training offered in this area.

· To attend mandatory training as and when required.

· To participate in the supervision process as and when required.

· To contribute to partnership working.
· To be flexible and able to work at short notice.
· To take responsibility for gaining knowledge of allocated service users on CRMS e.g. have an awareness of identified issues/access handover information.
· Any other duties and responsibilities as may be determined by the management team and relevant project worker.
· To contribute to the organisation’s Fundraising Strategy and raise funds to support the charity in a planned way as designated by the service manager.

	Completed application forms for the post of Relief Project Worker should be returned to (Doncaster service):-

Sheffield Services

Peile House

255 Pitsmoor Road

Pitsmoor

Sheffield

S3 9AQ

Project Manager – Sue Mastrototaro

Rotherham Services

Fleming Gardens

11 Fleming Gardens

Flanderwell

Rotherham

S66 2EY

Project Manager – Sue Phillips

Doncaster Services

Green Gables

Flat 9 Green Gables

Wath Road

Mexborough

Doncaster

S64 9ED

Project Manager – Janine Egan



	Additional information for Relief Workers


	YWCA Yorkshire services are staffed at various different hours, depending on the nature of the service. Please enquire at individual services for the hours worked.
The hourly rate for Relief Project Workers is £9.00. All Relief Project Workers at YWCA Yorkshire are placed on the payroll, and therefore all earnings are subject to these deductions.

Before any paid work can be undertaken, YWCA Yorkshire expects all relief workers to undertake a training period on a voluntary basis. This will involve a number of “shadow shifts” which entail the shadowing of an experienced project worker for the duration of their shift. The number of shadow shifts worked will be dependent upon the individual’s experience and no – one will be asked to work alone until they themselves and the management team are confident that they have gained the appropriate skills.

	Relief Work at YWCA Yorkshire becomes available when permanent project work staff are absent due to sickness or annual leave. The nature of the work is therefore irregular, and frequently at short notice. There is no obligation to accept the work offered and there are no restrictions on work being carried out elsewhere.

	It is the nature of the work at YWCA Yorkshire that tasks and responsibilities are, in many circumstances, unpredictable and varied.  All staff are therefore expected to work in a flexible way when the occasion arises that tasks are not specifically covered in their Job Description are undertaken.  These additional duties will normally be to cover unforeseen circumstances or changes in work, and they will normally be compatible with the regular type of work.  If the additional responsibility or task becomes a regular or frequent part of the member of staff’s job, it will be included on the Job Description in consultation with the member of staff.

	This job description is reviewed on a regular basis –  Last reviewed August 2019


Person Specification

	ESSENTIAL REQUIREMENTS.


	Method of Assessment

	Skills, knowledge & ability:
	

	· A desire to work with vulnerable client groups.

	Application form

Interview

	· A willingness to learn and gain an understanding of safeguarding procedures for children and vulnerable adults.
	Application form
Interview

	· Understanding of children and their parenting needs.
	Application form

Interview

	· Skills in helping people with practical daily living tasks.
	Application form

Interview

	· Ability to respond to situations in an appropriate manner.
	Application form

Interview

	· Ability to self-manage when required.
	Application form



	· Good written skills.
	Application form

Interview

	· Good IT skills
	Application form



	· Good organisational skills
	Application form



	· Commitment to equal opportunities and anti-oppressive practice.
	Application form



	· A sense of humour.
	Application form

Interview

	Personal Qualities:
	

	· Commitment to service user rights and participation.
	Application form

Interview

	· Ability to manage professional boundaries.

	Application form

Interview

	· Understanding of the value of team work.
	Application form

Interview

	· Ability to work at short notice.
	Application form

Interview

	· Full driving licence, access to a vehicle and willingness to travel (project specific).
	Application form



	Experience & education:
	

	· A good level of literacy

	Application form

	· A commitment to ongoing personal development.
	Application form

Interview

	DESIRABLE

	

	Skills knowledge & Ability:
	

	· Previous experience of working with vulnerable client groups in the areas of social skills, independent living, and parenting skills.

	Application form

	· Knowledge of the services available to vulnerable client groups.
	Application form

Interview

	Experience & education
	

	· GCSE Grade C or above in English and Maths or equivalent.
	Application form



	· A qualification in the field of Health & Social Care  -  Level 3 or equivalent.
	Application form
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