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March 2021

Dear Applicant,
Vacancy:  Helpline Support Worker 
Thank you for your interest in working with Rape Crisis Scotland.  We welcome applications from a diverse range of candidates, especially women of colour and women underrepresented in the workforce.
Please note only women need apply under Schedule 9, Part 1 of the Equality Act 2010.
I am enclosing:
[bookmark: _GoBack]Job description
Person specification
Application form
Equal opportunities monitoring form online link 
Further information about Rape Crisis Scotland is available from our latest annual report www.rapecrisisscotland.org.uk/resources?cat=6 and on our website www.rapecrisisscotland.org.uk
Please note that the deadline for completed applications is 9am Monday 29 March. Due to limited resources, we will only contact you if you have been shortlisted for interview.  All shortlisted candidates will be contacted by email by Friday 2 April, and we anticipate interviews will take place on Wednesday 21 April on Zoom.
We are not able to accept CVs.  The full application form should be completed and emailed to recruitment@rapecrisisscotland.org.uk.  The equal opportunities monitoring form should be completed online at www.surveymonkey.co.uk/r/TL2NJGD    
We welcome applications from survivors and people with lived experience of sexual violence. We recognise that the process of completing this application may give opportunity to draw on personal as well as professional experiences in relation to the role. We ask that applicants consider the support structures and coping mechanisms they have in place when considering an application. Your wellbeing is a priority.
We look forward to receiving your application.  In the meantime, if you have any queries or would like to discuss the role further please contact me on sarah.gurney@rapecrisisscotland.org.uk 
Best wishes,
Sarah Gurney
Helpline Manager
Background
Rape Crisis Scotland is the national organisation working in Scotland on sexual violence. 
We:
· Work to improve societal, legislative and organisational responses to sexual violence
· Work in partnership with the 17 local Rape Crisis Centres in Scotland
· Oversee the National Advocacy Project supporting survivors engaging with the criminal justice process
· Work to prevent sexual violence, overseeing the National Prevention Programme with young people as well as specific prevention programmes with schools, Universities & Colleges 
· Run the National Helpline 
· Work in partnership on the Scottish Women’s Rights Centre 
The national Rape Crisis Scotland helpline provides short-term and crisis support to survivors of sexual violence, as well as friends, families and workers. The helpline is open every night from 6pm – midnight and support is currently provided by phone, email and text, although we review and look to broaden the way survivors can access support on an ongoing basis.
The helpline is staffed by a mixture of paid Support Workers and volunteers. It is expected that paid Helpline Support Workers will support the work of volunteers through the sharing of skills and knowledge, the briefing/de-briefing process and attendance of regular team meeting, group supervisions and training sessions.
Hours of work
Helpline Support Workers will be required to work shifts as detailed in their contract and on a rota basis. Shifts currently run from 5-9pm and 8.30pm-00.15am every night.
A level of flexibility is required, for example in the event of a call being received immediately prior to the shift ending or where additional cover is needed. We are also currently trialing some daytime shifts.
All workers will be provided with a taxi home (within the limits of the Glasgow City Council boundary) at the end of the late shift, if required.
We are currently recruiting support workers to work a variety of hours (8hrs/week, 12hrs/week, 16hrs/week, 20hrs/week).
Support Workers are also required to attend team meetings every 6-8 weeks on Saturdays. They are also required to attend regular one-to-one and group supervision, as well as training & development sessions. Dates for these will always be shared and agreed well in advance.
If you would like to discuss working hours prior to applying please contact the Helpline Manager on the contact details above.
COVID
The helpline is considered an essential service and as such continues to run from our offices in central Glasgow. Currently any work outside of helpline hours, for example team meetings and supervisions, will take place remotely via Zoom. This will be reviewed as Scottish Government Covid restrictions are reviewed, with a return to in-person meetings anticipated when safe to do so.
	
Job Title:

Salary:

Hours:








Annual leave:


Pension Entitlement
	Helpline Support Worker

£15.54 per hour

Part time – various hours configurations available – 8hrs/week, 12hrs/week, 16hrs/week, 20hrs/week.
The majority of helpline work will take place from 5pm – midnight although we are currently also trialing a small number of daytime hours and are open to applications for a mix of evening and daytime hours.
Team meetings are held every 6-8 weeks on Saturdays. Supervisions, additional training etc will take place outside these hours and dates will be shared and agreed well in advance.

30 days annual leave plus 12 days public holidays (pro rata)

An employer’s contribution of 8% is payable where workers meet the auto enrolment threshold

	Core Purpose 
of Job
	· To provide high quality, responsive and accessible short-term and crisis support to survivors of sexual violence, their friends, family and workers, by phone and in writing.
· To ensure that risk and safety are assessed and supported in an ongoing way throughout contacts, in line with organisational policy and practice. 
· To adhere to support policy and protocol.
· To offer support to volunteer and paid support workers whilst on shift, during briefing / de-briefing processes, at team meetings and at group supervisions.
1. To follow and accurately maintain helpline administrative systems.
1. To engage appropriately with external agencies as required, including the Police and other emergency services.
1. To engage in regular supervision, team meetings and other forums for open feedback with RCS Helpline management to contribute to the development of the service and the practices of the support team.
1. To work with the RCS Helpline staff team and with the wider RCS staff group where appropriate.



	Organisational Position
	The Helpline Support Worker reports directly to the Helpline Manager. 

	Key Outcomes
	· Individuals who contact the RCS Helpline are provided with the information and support they need in an accessible way.
· Protocols, policies and best practice is adhered to at all times in order to ensure consistency of approach.
· Accurate records are kept and admin procedures are followed to allow for appropriate monitoring and reporting on the work of the helpline.
· Support Workers are supported in their role and maintaining positive wellbeing through regular engagement with supervision, team meetings and other relevant sessions.

	Authority levels

	Financial and tangible resources
	None

	People 
	You will provide direct support to survivors, friends, family and workers who contact the helpline by phone and in writing
You will liaise with external agencies such as the Police and other emergency services as appropriate and in keeping with RCS policy and protocols
You offer support to volunteer and paid support workers as part of debriefing and handover periods.
You will liaise with RCS helpline management, helpline Support Workers and other colleagues as necessary to carry out your role.
There are no line management responsibilities with this post.

	Accountability

	Freedom to act
	You will have autonomy to provide support to individuals  who contact the RCS helpline in various ways, within the boundaries of organisational policies and protocols.
You will work collaboratively and supportively with other Helpline Support Workers when on shift to ensure workload is prioritised and distributed, and people contacting the helpline receive appropriate support and information.
The Helpline Manager as your line manager provides you with support and supervision in order to carry out your role.

	Risk management
	You keep up to date with all RCS policies and protocols and highlight any risks and areas for development to your line manager.
You will assess risk on an individual basis in relation to support contacts on the helpline, working with survivors to minimise risk and following relevant polices and protocols where necessary.

	Level of problem-solving required
	You will work collaboratively and supportively with other Helpline Support Workers when on shift to ensure workload is prioritised and distributed, and people contacting the helpline receive appropriate support and information.
You will provide support and information to survivors and other people contacting the helpline to enable them to make informed decisions and choices about their situations.

	Communication

	Subject complexity and expertise 
	You will have good knowledge of the impact of sexual violence on survivors, friends, family and workers and use this knowledge to inform you support practice.
You will have an ability to read and understand support and organsiational policies and protocols and be able to apply these within your support practice.
You will have an attention to detail to ensure admin procedures are completed accurately.

	Contact inside the organisation
	You will work supportively and collaboartively across the helpline team to ensure survivors and other people contacting the helpline receive the support and information they need.
You work in a way which is conducive to your own and your colleagues’ wellbeing at work, addressing any concerns or difficulties you encounter appropriately and constructively.

	Contact outside the organisation
	You will provide support to survivors of sexual violence, friends, family and workers who contact the RCS helpline by phone and in writing.
You will liase with external organisations within the boundaries of RCS policies and protocols as required.



	Competencies required 

	Core Competencies
	· Ability to provide short-term and crisis support to survivors of sexual violence, friends, family and workers who contact the RCS helpline by phone and in writing.
· Ability to respond calmly to crisis situations.
· Ability to understand and implement organisational and support policies and protocols as appropriate.
· Ability to work collaboratively and supportively with the Helpline Team to ensure smooth running of the helpline.
· Ability to communicate with external organisations as necessary.
· Ability to maintain healthy working boundaries and to engage with support structures available, such as supervision and team meetings, to maintain positive wellbeing and minimise vicarious trauma.







Person Specification

	Criteria
	
	Essential
	
	Desirable

	Knowledge
	E1


	Thorough knowledge of issues relating to sexual violence & trauma

	D1
	Knowledge of appropriate agencies in Scotland to signpost or refer survivors to who wish to access longer-term support

	
	E2

	Knowledge of support needs of survivors of sexual violence
	D2
	Knowledge of the criminal justice system in Scotland in relation to sexual crimes

	
	E3

	Completion of training on sexual violence and gender inequality, for example the Rape Crisis induction training or similar
	D3
	Knowledge/understanding of adult and child protection legislation

	Skills and Abilities
	E4
	Skills to provide appropriate short-term and crisis support to survivors of sexual violence, friends, family and workers.
	D4
	Ability to provide support while working with third-party interpreter services 

	
	E5
	Good communication skills both written and oral
	
	

	
	E6
	Able to organise and prioritise workload in collaboration with colleagues
	
	

	
	E7
	Strong admin and record keeping skills
	
	

	
	E8
	Competence in use of IT, for example Word and Excel programmes, email and internet
	
	

	Experience
	E9
	Experience of providing support to people who have experienced trauma
	D5
	Experience of providing support by telephone

	
	
	
	D6
	Experience of providing written support, for example by email, text and/or webchat.

	Values
	E11

	Commitment to equality, diversity and inclusive practice
	
	

	
	E12
	Commitment to working within a feminist organisation
	
	

	Other
	E13
	Ability to work evenings on a rota basis.
	
	

	
	E14
	Ability to attend team meetings every 6-8 weeks on Saturdays.
	
	







Application for the post of Helpline Support Worker

To be returned to recruitment@rapecrisisscotland.org.uk  by: 9am Monday 29 March 2021

	Role applied for:  Helpline Support Worker

	Please indicate the working hours per week you are interested in (see job spec for further details):

	8hrs
	
	12hrs
	
	16hrs
	
	20hrs
	

	Please indicate whether you are available for evening shifts only or both daytime and evening shifts:

	Evening shifts only
	
	Both daytime & evening shifts
	

	Combined application with Helpline Access & Inclusion Coordinator (28hrs + 8hrs support worker = full time equivalent) – please ensure you submit a separate application form for the role of Access & Inclusion Coordinator:
	




	Section 1:  Personal details

	Surname: 
	First name: 

	Address: 

	Tel (home): 

	
	Tel (mobile): 

	
	Tel (work): 
May we contact you at work?  

	Postcode: 
	Email address: 









	Section 2: Qualifications and Training
(only enter those qualifications and/or training necessary or relevant to the job)

	Qualification and/or training
	Subject
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Section 3:  Present employer

	Name & address of employer:
	Date commenced employment:

	Job title: 
	Notice required:
	Current salary:

	Brief description of your main duties and responsibilities, with an emphasis, where possible, on those areas most relevant to the job applied for:

	
















	Section 4:  Previous employment (list in order, with most recent employer first)

	Please list all your previous employment, detailing any gaps between employments with reasons. Please include unpaid work where this is relevant to the post.

	Dates
	Name and address of employer
	Job title and nature of work
	Reason for leaving

	From
DD/MM/YY
	To
DD/MM/YY
	
	
	

	

  
	
	




	
	

	


	
	




	
	

	



	
	




	
	

	





	
	




	
	

	





	
	
	
	

	Section 5:  Relevant skills, experience and abilities 

Please outline how your work experience (including unpaid work), training, skills, knowledge and abilities would enable you to carry out the duties of this post.

Please include any information which you feel is relevant, paying specific attention to EACH Essential and Desirable point in the person specification below as shortlisting will be based on your answering each point. Your invitation to interview will be based on the information given in this application so please be explicit and give examples from your own practice where helpful.

You may find it useful to user headers  to ensure you are responding to each point in the person specification.


	Knowledge:
(see person specification for details of the essential and desirable criteria)

	








	Skills & abilities:
(see person specification for details of the essential and desirable criteria)

	








	Experience:
(see person specification for details of the essential and desirable criteria)

	








	Values:
(see person specification for details of the essential and desirable criteria)

	









	Other:
(see person specification for details of the essential and desirable criteria)

	







	Section 6:  References
	

	Rape Crisis Scotland requires a minimum of 2 employment references to cover a three year period – if necessary, please provide further referees covering the last 3 years.
	

	Reference 1:  Current / most recent employer
	

	Name: 
	Position: 
	Tel no: 
	

	Company name:
	Email:  

Address:
	

	May we, with discretion, contact your employer to discuss this reference:

	
	

	Reference 2:  Previous employer / supervisor
	

	Name: 
	Position:
	Tel no:
	

	Company name:



	Email:

Address:



	

	May we, with discretion, contact your previous employer to discuss this reference:

	
	

	Reference 3:  Previous employer / supervisor
	

	Name: 
	Position: 
	Tel no: 
	

	Company name:




	Email:


Address:
	

	May we, with discretion, contact your previous employer to discuss this reference:

	
	




	Section 7:  Declaration

	I certify that all the information contained in this form and any attachments is true and correct to the best of my knowledge.  

Offers of employment will be subject to satisfactory references, a PVG check and compliance with UK working restrictions.

Please note only women need apply under Schedule 9, Part 1 of the Equality Act 2010.

I realise that false information or omissions may lead to dismissal without notice.

Signature:  

Date: 



Privacy Notice
Rape Crisis Scotland is aware of its obligations under the General Data Protection Regulation (GDPR) and is committed to processing your data securely and transparently in line with our data protection policy. Please see the online privacy notice for further information.
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