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JOB DETAILS
	Job Title
	Pioneer Coordinator- Perth
	Line Manager
	Care Van & Welcome Centre Manager

	Grade Level
	3
	Spine Pt Range
	17-19
	Full time Salary Range
	£21,310 – £22,301 

	Section/Unit
	Care Van
	Directorate
	Crisis Intervention

	Location
	Perth

	Hours
	12 hours per week
	FTE
	0.32

	OR
	Required to have a genuine and active Christian faith and commitment
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JOB PURPOSE
Along with the Director of Crisis Intervention, pioneer and oversee new outreach service in Perth which responds to the expressed needs of homeless and vulnerable people through consultation with the local church and third sector groups, incorporating practical interventions, mental health first aid. This new service will run twice a week growing to three times. This will draw on the experience from other Bethany outreach services current in Edinburgh and Glasgow but be specific to the needs and local area. 
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MAIN RESPONSIBILITIES                  
                         
              Approx. of time
	· In partnership with the rest of the team, to scope out and build relationships with churches to launch this new service.
	10%

	· To recruit new church team volunteers and team leaders ensuring the new service is open to a wide variety of volunteers from the church and the local community.
	10%

	· To deliver training to volunteers to ensure that all volunteers are appropriately equipped for their role and to effectively communicate the mission, vision and values of Bethany Christian Trust to volunteer teams so that they can be guided in their attitudes and behaviour.
	10%

	· To ensure Health and Safety standards are met including Food Hygiene, thereby ensuring a safe and healthy service.  
	10%

	· To give talks to churches, schools and other community groups and charities about the work of Bethany Christian Trust in order to promote the mission, vision and values. 
	5%

	· To ensure all volunteer paperwork is kept up-to-date and data input to iTrent.  This includes entering data from reports in order to facilitate the smooth running of the service and enable monitoring and evaluation to take place. 
	15%

	· To set up and run a volunteer engagement group in order to give reports, answer questions and receive input from the group and to produce appropriate reports about the service for any funding bodies.
	10%

	· Respond to any issues and complaints about the service in accordance with Bethany’s policies and practices, ensuring that detailed records are kept in line with GDPR guidelines.
	5%

	· To design leaflets and posters advertising the new service and to distribute these to appropriate agencies ensuring that the service is widely known so that as many eligible people as possible are able to attend.
· To organise supplies and donations from catering providers for the provision of the service.

· To go out with the volunteers on outreach.
	5%

10%
10%
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PLANNING AND ORGANISING
· To allocate church teams to cover the new service filling a three day a week rota.
· To organise and deliver training events for volunteers and team leaders.
· To plan meetings to ensure excellent working relationships with participating churches.
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 PROBLEM SOLVING
· Ensuring all rota dates are covered.
· How to ensure contact details of volunteers are up-to-date.
· Filling a slot at short notice when a team or driver is unable to attend.
· Organising paperwork for accidents involving volunteers and service users and liaising with the Manager and Business Support team who organise insurance.
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DECISION MAKING
· Decides how to recruit volunteers.
· Decides when and where to conduct training events.
· Ability to make decisions about the day-to-day running of the project.
· Decides when to consult line manager or volunteer engagement group about issues which are related to the smooth running of the project, or when dealing with problems and complaints. 
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KEY CONTACTS AND RELATIONSHIPS
· Liaise with churches and community groups and volunteers.
· Work with the Care Van Manager and volunteer engagement group both corporately and with individual members towards the effective development of the project.
· Network with all stakeholders including statutory bodies and local charities who work with homeless and vulnerable people in order to publicise the service and to facilitate ongoing support of service users.
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KNOWLEDGE, SKILLS AND EXPERIENCE NEEDED FOR THE JOB
The essential qualifications and characteristics that will be required of the person undertaking the role are:
· A genuine desire to work with homeless and vulnerable people in order to support them to make lasting change in their lives.  

· Excellent written and verbal communication skills.
· Excellent interpersonal skills.

· Competent in Microsoft Office including Excel and Word. Knowledge of iTrent would be advantageous. 
· Ability to be highly organised and to keep accurate records.
· Experience of delivering group training and adapting training as necessary to suit the requirements of the group.
· Ability to network effectively with a wide range of groups and individuals.
· Experience of presenting to a wide variety of audiences, using tools such as PowerPoint.
· A full driving licence and preferably experience of driving a long wheel base transit van.
· A basic Food Hygiene Certificate is required for this role, although training can be provided if necessary. 
· Ability to be self-motivated and to work on own initiative.
· Experience of working with volunteers in a management/team leader capacity.
9 DIMENSIONS 

· The post holder will have church volunteer team leaders reporting directly to them. Team leaders have at least four volunteers in their team for each excursion. 
· Initially, this project will operate to two locations based on the church engagement in those areas, this will grow to three.
· We might expect 20-50 service users at each outing.
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JOB CONTEXT AND ANY OTHER RELEVANT INFORMATION
The post holder is required to have an active Christian faith on the basis of the following:

· The significance of the level of influence the post holder will have over the values and ethos of the organisation through decision making and management of the business;

· The face to face contact the post holder will have with service users in facilitating their increasing independence through physical, emotional and spiritual support;
The post-holder is required to participate in and occasionally lead Christian worship in a work setting and respond to questions about the Christian faith from personal experience, in order to contextualise Bethany’s Vision of working with vulnerable people as an expression of Christian love in action.
Bethany Christian Trust is committed to relieving the suffering and meeting the long terms needs of homeless and vulnerable people. We expect our employees to exercise compassion, empathy and respect for all the people who access our services.  
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