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Dear Applicant,

Thank you for your interest in working with Orkney Rape & Sexual Assault Service (ORSAS) SCIO.
Please find enclosed the following documents:
•	Information about ORSAS
•	Advice on completing your application form
•	Job Description and Person Specification 
•	Application form
Please do not send a curriculum vitae (CV) as this will not be considered.
Please note, all applications and relevant recruitment documents will be held confidentially and destroyed after 6 months, apart from documents relating to the successful applicant.
Your completed application should be submitted via email by sending it to contact@orsas.scot  before midnight on Sunday 30th May. Our equal opportunities monitoring form should be accessed online at https://www.surveymonkey.co.uk/r/3M6B6HN 

Please note that interviews will be carried out via Zoom in early June.
This post is: 20 hours per week (35 hour full-time week), located in Kirkwall, Orkney.
This post is contracted until 30th September 2021 in line with all core ORSAS funding. We will be reapplying for funding as part of the Delivering Equally Safe Funding Stream. This post is a core member of the ORSAS team.
Please note only women need apply under Schedule 9, Part 1 of the Equality Act 2010
We look forward to receiving your completed application form. 

Yours sincerely,
Zelda Bradley 
Service Manager, ORSAS
 



About our service
Orkney Rape and Sexual Assault Service (ORSAS) has been supporting all genders of survivors of sexual violence aged 13+, their friends and family and raising awareness about it’s impact in Orkney since January 2016. 
Originally a project of Rape Crisis Scotland, ORSAS became a charitable organisation, a SCIO, based in Orkney in May 2018.
ORSAS has a small team of 3 staff members, volunteer trustees and supporters.
ORSAS provides a range of services to survivors of sexual violence and our community, including:
Support Service
ORSAS provide trauma-informed emotional and practical support to survivors of sexual violence, also their friends & families in Orkney. Staff who undertake this work are qualified counsellors who receive clinical supervision, ongoing CPD and peer support from Rape Crisis Scotland Network.
Advocacy Service
ORSAS is part of the National Advocacy Project for Scotland. Our dedicated Advocacy & Support Worker supports survivors who are thinking about or are engaging with the criminal justice system. This includes support in reporting to the police and court appearances. Other Support Workers in the service also provide advocacy support from time to time. Staff receive regular supervision, also peer mentorship from experienced advocacy workers
Prevention & Participation
ORSAS have a dedicated Sexual Violence Prevention Worker who works in secondary schools and youth settings in Orkney delivering the Rape Crisis Scotland National Prevention Programme. She also delivers our COMET+ programme, available since July 2019, which individually tailors sex education, sexual health and relationship sessions for looked after children and children with learning disabilities to combat CSE and improve wellbeing. ORSAS work in partnership with Tak_A_Stand Instagram account.
Training and Awareness-Raising
ORSAS provides training and information on a range of topics including input to Step 2 Public Protection Training, Child Sexual Exploitation Awareness, and specialist advice & resources re: gender, GBV, and SV for other professionals. 
Additionally, ORSAS have an Equality Hub which is open to the public which hosts exhibitions and display material on a range of topics which intersect with sexual violence, human rights and feminism. ORSAS also develop and plan community awareness raising events including 16 Days of Action for Violence Against Women, International Women’s Day, CSE Awareness Day etc. All staff take part in this work.
ORSAS works closely with many multi-agency partners to improve services and responses to survivors of sexual violence. ORSAS report back to Scottish Government and other funders on our work and the challenges that survivors face.


ADVICE ON COMPLETING YOUR APPLICATION FORM

As part of ORSAS commitment to equal opportunities, candidates for each post are treated equally. Application forms are the only basis on which the first selection is made to decide whom to call for interview. Therefore, only information, which appears on the form (and continuation pages), can be considered. It is very important that your completed form contains both the information we want about your skills and experience and the information you want to give us. These advice notes are intended to help you to complete your form effectively.

1. Read all the information provided especially the job description and person specification. These outline the duties you would be expected to carry out in this post and list the skills, knowledge and abilities that the shortlisting/interview panel will be looking for.

2. Section 5 asks you to note down your general experience and is the most important part of your application. This is your chance to explain why you are suitable for the job. It is not enough to say you have the experience – you must demonstrate experience and skills with specific examples. Relevant experience may be from your current or previous jobs or from outwith formal employment.  

3. We have lots of information about our service on our website https://orsas.scot  

4. Do not send your CV in addition to or in place of a completed application form as it will not be considered by the short-listing panel.

5. A Protection of Vulnerable Groups (PVG) is required as part of the job.

6. All applicants must complete all parts of the application form.  

7. Application forms must arrive on time. Forms arriving late will not be considered.

8. References are normally taken up for the shortlisted applicants before interview. If you do not wish one or all references to be taken up at that point please indicate on the relevant page. It is our policy not to make a job offer without taking up references.













Job Description

Responsible to:                   	Orkney Rape & Sexual Service Manager
Salary:                                  	29,049 pro rata (20hr p/w), inc. Distant Islands Allowance
Contracted to:	30th September 2021 in line with all core ORSAS funding. We will be reapplying for funding as part of the Delivering Equally Safe Funding Stream. This post is a core member of the ORSAS team.
Location:  	        	            Kirkwall, Orkney. Some homeworking required due to pandemic.
Holiday Entitlement:           	30 Days plus 12 Public Holidays (pro rata)
Pension:		            Employer contribution at 8% to pension fund.

	Job Title
	
Equality Hub & Communication Worker




[bookmark: _Hlk72221907]Summary of main responsibilities and activities

Job Purpose   

Because sexual violence is a cause and consequence of inequality ORSAS has hosted an Equality Hub in its shop front premises since July 2019. The Equality Hub holds exhibitions and displays on diverse subjects including equality, feminism & human rights. The Hub celebrates international days of action and stocks ethical & promotional goods which raise funds and collect donations for ORSAS. The Hub is a Third Party Reporting Centre for Hate Crime and a “Keep Safe” place for assistance. The Hub fulfils our charitable aim of working towards the prevention and ultimately the elimination of sexual violence through its promotion of our service and the innovative opportunities for engagement with our rural and remote community that it embodies. 

· The Equality Hub & Communication Worker will be responsible for the effective running of the ORSAS Equality Hub.
· The worker, in co-operation with the Trustees, Service Manager, Staff team and Service Users at ORSAS, will develop and implement an Equality Hub & Communication Strategic Plan 
· As part of improving our communication and engagement with our remote and rural community a number of service improvements have been identified and these would be led by the worker, alongside any other actions identified by the worker herself as part of the Equality Hub and Communication Strategic Plan. 


Main Duties & Responsibilities

A number of service improvements have been identified and these would be led by the new worker, alongside any other actions identified by the worker herself as part of the Equality Hub & Communication Strategic Plan. These include (but are not limited to):
· Taking responsibility for the smooth running of the Equality Hub, its displays and exhibitions
· Increasing unrestricted income for ORSAS from donations, fundraising and small events
· The worker, in collaboration with the wider staff team, will scope the need for, develop and implement new strands of promotional and engagement work for the Equality Hub.
· The worker, together with the Access & Inclusion Worker will undertake a review and update of all current service communications, including the website and service leaflets.
· Work with the new Rape Crisis Scotland National Knowledge Exchange Lead to identify, review and refresh key learning from this innovative project. 

Monitoring and evaluation 
· Maintaining footfall, profitability, feedback monitoring and reporting systems in relation to the Equality Hub and Communication Streams.
· Maintaining appropriate records and statistics regarding the Equality Hub to ensure that it continues to meet its engagement requirements in support of ORSAS charitable aims.
· To keep financial records with full audit trail in order to evidence all costings relating to Equality Hub income & expenditure.
  
General duties
· Greeting and engaging with general public visiting the Equality Hub
· Covering the ORSAS phoneline and responding to disclosures and referrals
· Acting in accordance with ORSAS’ policies and procedures 
· Working in a manner which positively promotes the aims and objectives of the organisation
· Positively upholding and promoting ORSAS’ feminist ethos and commitment to equality, diversity and anti-discriminatory practices
· Taking reasonable care of personal safety and that of other persons and resources whilst at work 
· Attending and participating in regular training when required 
· Attending and participating in regular internal and external support and supervision, staff and other meetings as necessary
· Carrying out your own administrative duties, ensuring all records are maintained and treated in confidence according to internal policies and protocols.
· Participating in training to partner agencies and stakeholders 
· Undertaking any duties consistent with the post as may be reasonably requested by the Service Manager  







Person specification

	CRITERIA
	
	ESSENTIAL
	
	DESIRABLE

	Knowledge
	E1



E2


E3

	Understanding of feminist analysis of gender-based violence

Understanding of an intersectional approach

Understanding equality, diversity and human rights
	D1




D2

D3
	Knowledge of current legislation, policy and strategy relating to the violence against women agenda 

Thorough knowledge of issues relating to sexual violence

Understanding of the impact of sexual violence and trauma 


	Skills and Abilities
	E4


E5



E6


E7



	Excellent communication skills both written and oral

Skilled in use of IT & Social Media e.g. for promotion, reports, email, research

Capable of using own initiative and of meeting tight deadlines 

Ability to work effectively with a wide range of partners in community settings, voluntary and statutory agencies
	D3











	Ability to communicate confidently and persuasively with a variety of groups, organisations and agencies.






	Experience
	E8



E9


E10


E11


E12
	Experience of retail and fundraising in business or charitable sector

Experience of developing and/or sourcing display materials

Experience of service user involvement/participation

Experience working effectively as part of a team 

Experience of community engagement and promotion of services
	D4




D5



D6



D7
	Experience of working directly with people affected by sexual violence and/or gender-based violence

Experience of project management, development or delivery

Experience of child protection and vulnerable adult protection guidelines and legislation

Experience of responding to disclosures. 

	Qualifications
	E13
	Qualification(s) in relevant area (e.g. in media studies, communications, art & design, community education, psychology, gender studies or other related fields) or working towards this
	D7

D8
	Degree in relevant area 

Other qualifications in other relevant areas


Application to ORSAS for the post of 
Equality Hub & Communication Worker


To be returned to:  contact@orsas.scot		


	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 (continue on a separate sheet if necessary).

	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

With reference to the job description and person specification, please outline how your work experience (including unpaid work) training, skills 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 the Essential and Desirable points in the person specification as shortlisting will be based on your answering each point. Shortlisting will be based on the information given in this application so please be explicit and give examples from your own practice where helpful. 




	


	Section 6:  References

	ORSAS 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: 

	
	



	[bookmark: _Hlk44661056]Are you eligible to work in the UK?
	

	Do you know of any reasons why you may not legally be able to take this position?
	

	Do you have any specific requirements in order to perform this job effectively?
	




	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. I realise that false information or omissions may lead to dismissal without notice.
(Virtual signature accepted due to covid-19).

Signature:  

Date: 

























Data Protection Privacy Notice for Candidates 

This notice explains what personal data (information) we will hold about you, how we collect it, and how we will use and may share information about you during the application process. We are required to notify you of this information, under data protection legislation. Please ensure that you read this notice (sometimes referred to as a ‘privacy notice’) and any other similar notice we may provide to you from time to time when we collect or process personal information about you.
Who collects the information?
Orkney Rape & Sexual Assault Service (ORSAS) SCIO (the “Organisation”) is a ‘data controller’ and gathers and uses certain information about you. 
Data protection principles
We will comply with the data protection principles when gathering and using personal information, as set out in our Data Protection Policy.  
About the information we collect and hold 
We may collect the following information up to and including the shortlisting stage of the recruitment process:
1. Your name and contact details (i.e. address, home and mobile phone numbers, email address);
1. Details of your qualifications, experience, employment history (including job titles, salary and working hours) and interests;
1. Information regarding your criminal record
1. Details of your referees.
We may collect the following information after the shortlisting stage, and before making a final decision to recruit:
1. Information about your previous academic and/or employment history, including details of any conduct, grievance or performance issues, appraisals, time and attendance, from references obtained about you from previous employers and/or education providers *
1. Information regarding your academic and professional qualifications *
1. Where appropriate, information regarding your criminal record including information from Disclosure Scotland*
1. Your nationality and immigration status and information from related documents, such as your passport or other identification and immigration information *
1. Where appropriate, a copy of your driving licence *
You are required (by law or in order to enter into your contract of employment) to provide the categories of information marked * above to us to enable us to verify your right to work and suitability for the position.
How we collect the information
We may collect this information from you, your referees (details of whom you will have provided), your education provider, the relevant professional body, Disclosure Scotland and the Home Office.   
Why we collect the information and how we use it
We will typically collect and use this information for the following purposes (other purposes that may also apply are explained in our Data Protection Policy):  
1. to take steps to enter into a contract;
1. for compliance with a legal obligation (e.g. our obligation to check that you are eligible to work in the United Kingdom);
1. for the performance of a task carried out in the public interest; and
1. for the purposes of our legitimate interests, but only if these are not overridden by your interests, rights or freedoms.
We seek to ensure that our information collection and processing is always proportionate. We will notify you of any changes to information we collect or to the purposes for which we collect and process it.
How we may share the information
We may also need to share some of the above categories of personal information with other parties, such as HR consultants and professional advisers. Usually, information will be anonymised but this may not always be possible. The recipient of the information will be bound by confidentiality obligations. We may also be required to share some personal information with our regulators and our funders as required to comply with the law.
Sensitive personal information (‘special categories’ of data) and criminal records information
Further details on how we handle sensitive personal information and information relating to criminal convictions and offences are set out in our Data Protection Policy.
Where information may be held
Information may be held at our offices and third-party agencies, service providers, representatives and agents.
How long we keep your information
We keep the personal information that we obtain about you during the recruitment process for no longer than is necessary for the purposes for which it is processed. How long we keep your information will depend on whether your application is successful and you become employed by us, the nature of the information concerned and the purposes for which it is processed.
We will keep recruitment information (including interview notes) for no longer than is reasonable, taking into account the limitation periods for potential claims such as race or sex discrimination (as extended to take account of early conciliation), after which they will be destroyed. If there is a clear business reason for keeping recruitment records for longer than the recruitment period, we may do so but will first consider whether the records can be pseudonymised, and the longer period for which they will be kept.
If your application is successful, we will keep only the recruitment information that is necessary in relation to your employment.   Further details of our approach to information retention and destruction are available in our Retention Policy.  
Your rights to correct and access your information and to ask for it to be erased
[bookmark: _Hlk507598163]Please contact our Service Manager, who can be contacted at contact@orsas.scot or on 01856 872298 if (in accordance with applicable law) you would like to correct or request access to information that we hold relating to you or if you have any questions about this notice. You also have the right to ask our Service Manager for some but not all of the information we hold and process to be erased (the ‘right to be forgotten’) in certain circumstances.  She will provide you with further information about the right to be forgotten, if you ask for it.
Keeping your personal information secure
We have appropriate security measures in place to prevent personal information from being accidentally lost, used or accessed in an unauthorised way. We limit access to your personal information to those who have a genuine business need to know it. Those processing your information will do so only in an authorised manner and are subject to a duty of confidentiality.
We also have procedures in place to deal with any suspected data security breach. We will notify you and any applicable regulator of a suspected data security breach where we are legally required to do so.
How to complain
We hope that our Service Manager can resolve any query or concern you raise about our use of your information. If not, contact the Information Commissioner at https://ico.org.uk/concerns/ or telephone: 0303 123 1113 for further information about your rights and how to make a formal complaint.


    ORSAS Recruitment Pack – Equality Hub & Communication Worker (20 hours) May 2021                 
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