Administration Assistant

wWho we are and what we do:

Resilience Learning Partnership (RLP) are an education and training provider specialising in

Psychological Trauma and Lived Experience. The majority of our workforce have lived experience of

both psychological trauma and public services which allows us to imbed a deep and meaningful

understanding of the complexities to consider when designing/redesigning public policy and service

provision in Scotland. Our workforce is diverse and individual qualifications range from Post
Graduate degree level to National Qualifications. Where individuals don’t have the relevant or
required academic/professional experience we work with them through new and innovative
approaches to develop assets-based learning and development which allows them to develop the
skills required to become part of the wider sector workforce in Scotland.

Since the creation of RLP just over two years ago we have been working to establish an organisation

that will serve people in Scotland who have experienced psychological trauma.

 We are atraining and education provider with a ‘dual purpose’

« Our first purpose- to provide learning & development for staff across health, social care,
education and criminal justice. We provide a variety of services including training, trauma
informed policy design consultation, workshops, lectures, research, project work, programme
writing & delivery and facilitation services.

¢ Our second purpose- is how we deliver our ‘first purpose’.

» The majority of our workforce have lived experience of psychological trauma and/or the area
which they deliver or work in. This could include and is not exclusive to; homelessness, criminal

justice, domestic violence, addiction/recovery, looked after/care (if you were in care as a young
person growing up at any pointin life up to the age of 18), carer/young carer services, CSE/CSA
(childhood sexual exploitation/childhood sexual abuse).

We work to foundational principles of; CHOICE, COLLABORATION, EMPOWERMENT, TRUST & SAFETY.
(We had the privilege of starting out with a trauma informed lens from day onel) Transforming
Psychological Trauma Framework and Training Plan (NES- NHS Education for Scotland 2018/19).
https://www.nes.scot.nhs.uk/education-and-training/by-discipline/psychology/multiprofessional-
psychology/national-trauma-training-framework.aspx

As a small but growing social enterprise we are looking to expand our core team. We currently have
an Administration Assistant position available.

As aresponse to the recent covid pandemic we created a covid response through an assets based

community development approach if you would like to know more about our Crafty Kids initiative -
see below link
Crafty Kids Feature Film: https://youtu.be/ayI8gGaTs_g.
Facebook: https://www.facebook.com/resiliencelearningpartnership
Twitter: https://twitter.com/ResiliencelLear1



https://youtu.be/ayI8gGaTs_g
https://youtu.be/ayI8gGaTs_g

Administration Assistant

Duties and responsibilities of the post:

Supporting the Managing Director & the Violence Against Women and Girls manager in PA
and administration duties

Monitor shared mailboxes

General administrative support across the business

Participating in team and organisational meetings and training

Work in collaboration with other staff members

Setting up online meetings

Minute taking

Coordinating staff meetings and supporting their facilitation

Other relevant activities when required (more in-depth discussion around this at
interview)

Required Experience:

Administration experience

IT skills including use of Microsoft 365 and packages such as Word, Outlook and Excel
Report writing experience

Strong organisation skills with a high attention to detail

Excellent communication skills

Basic knowledge of trauma informed practice and the willingness to further develop
knowledge & understanding in this area

Basic understanding of lived experience (The experience(s) of people on whom a social
issue, or combination of issues, has had a direct personal impact. Baljeet Sandhu, 2017)
and the willingness to further develop knowledge and understanding in this area

Desired Experience:

Lived experience of psychological trauma of public services such as; homelessness,
criminal justice, domestic violence, addiction/recovery, looked after/care (if you were in
care as a young person growing up at any point in life up to the age of 18), carer/young
carer services, CSE/CSA (childhood sexual exploitation/childhood sexual abuse)
Understanding of the value lived experience brings to public service design

Experience of implementing research data into reports & quality assurance

3rd or public sector experience

PA experience



Administration Assistant

Application process:

Stage 1
e CV
e Covering Letter (if you are a candidate with lived experience, please feel free
to use the covering letter to discuss this if you feel comfortable)

Stage 2
e Interview panel
* Presentation, information to be given at shortlist stage
e Reference check (2)

Closing date for receipt of applications:
28th April 2021

PVG/enhanced disclosure:

As an organisation that is led and driven by lived experience many of our staff
members have historical criminal records. We believe in fair and just
recruitment practices and so please do not be put off that this role requires a
Basic Disclosure please. We can support you through the process of acquiring
one to make you member of our workforce.

If you would like to discuss anything further about this role or to decide if this
role is right for you, please get in contact via email
info@resiliencelearningpartnership.co.uk



