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Job Description:  Advocacy Lead
Job Title:



Advocacy Lead
Salary:




£28,000 - £33,000
Conditions:

as per the Statement of Particulars of Employment and all relevant Ceartas policies.  

Hours of work:
35 per week Time-off in lieu system in operation
Probationary Period:


3 Months
Responsible to:


Chief Officer
Line Management Responsibilities
Advocacy Workers, Advocacy Link Worker
Screening
This post is subject to satisfactory references and enhanced disclosure (formerly SCRO checks) under the Police Act 1997 (part V)

Overview: 
The post holder will have primary responsibility for  the delivery and supervision of advocacy provision. 
The post holder will be responsible for implementing the strategic goals and objectives of Ceartas. 

The role includes, holding an individual advocacy caseload along with:  one to one support, supervision and appraisal of advocacy workers, participation in the allocation of casework (professional and volunteer), assisting and supporting the development of advocacy services including specific projects. 
The job description will be supported by objectives agreed in consultation between the Chief Officer and the post holder in line with the business plan.

Task Description    



Planning and Development
Working closely with the Chief Officer and Business Support Lead, to implement the strategic goals and objectives of Ceartas.
To keep up to date with developments concerning community care, Ceartas and East Dunbartonshire, always  looking to the future with new ideas or recommendations.
Responsible, along with the Chief Officer, for the design and implementation of systems and procedures for monitoring and reviewing the quality of services delivered. 
To ensure, in conjunction with the Chief Officer and Business Support Lead, that the organisation has resources (Human, Material and Financial) in place to ensure achievement of aims and objectives.
Staff Management 
· To deputise for the Chief Officer, as required.

· Responsible, in conjunction with the Chief Officer, and Business Support Lead, for all aspects of staff recruitment and induction.
· Responsible for carrying out staff training needs analysis and ensuring all directly reporting staff receive training required in order to be effective in their roles.

· Responsible for SVQ assessments.

· To provide line management support and supervision (including appraisals) to all directly reporting staff.

· In conjunction with the Chief Officer and Business Support Lead, to develop and implement appropriate policies and procedures, and to ensure that the philosophy and policies of Ceartas, are consistent, relevant and practiced throughout the organisation.
· In conjunction with the Chief Officer and Business Support Lead, to ensure all staff and volunteers work within a safe environment through conducting risk assessments and complying with Health and Safety legislation.
Finance
· In conjunction with the Chief Officer and Business Support Lead, to produce an annual budget of income and expenditure and ensure that all budgets are managed and monitored.
· In conjunction with the Chief Officer and Business Support Lead, be accountable to the Board and funding agencies through regular reporting and provision of information. 

Partnerships

· To develop and foster good and productive relationships with funding bodies, government, statutory, voluntary and community organisations.

· To participate in, and represent Ceartas at, Strategic partnership meetings and with other relevant organisations. 
Promotion

· Working closely with the Chief Officer and Business Support Lead, responsible for identifying and developing fundraising opportunities.

· Assist with fundraising applications, as necessary. 

· In conjunction with the Chief Officer and Business Support Lead, responsible for managing and monitoring any successful fundraising bids.

· Design and delivery of external training and presentations as required.
· In conjunction with the Chief Officer and Business Support Lead, with all staff and volunteers, promote greater awareness of the needs of people who are using our services, and to give a positive community identity to these groups. 

Reporting

· To ensure open communication between staff, volunteers and users through regular dissemination of information and gathering of feedback.

· To ensure that Ceartas is providing relevant services which are based on evidence of needs. 

· Provide information, reports or research to enable decision making by the Board.
· Provide timely and accurate reports and statistics on service activities as and when required by the Chief Officer and Board.

Operational

· Responsible for the allocation and supervision of all casework activity (professional and volunteer).
· To provide support in respect of casework, where necessary.

· Responsible for processing of, and response to, referrals received by Ceartas; and the general management of casework. 

· To maintain service user and operation records as required.

· To undertake both individual and group casework, as required. 
Organisational Responsibilities

· To be aware of the aims and objectives of Ceartas and work within the staff group to ensure these are achieved.

· To manage and monitor agreed budgets and timescales.

· To work within the policies, principles and good practice of Ceartas.

· To carry out the necessary co-ordination, administration and planning as required for the success of the organisation.

· To assist with the provision of presentations and training.

· To make effective use of training opportunities made available through Ceartas and other appropriate organisations.
· Ensure that the appropriate systems are in place to monitor and review the quality to of service delivered.

· Lead Service User Involvement opportunities in the organisation.
· Any other task that may be reasonably requested of the post-holder.

.
Advocacy Lead -  Person Specification








    









          Essential
 Desirable

Experience

Understanding of advocacy                                                                                 √
Experience of delivering advocacy




        √
Understanding of issues concerning health and social work services                 √

Knowledge of local community/East Dunbartonshire
                 
        

√

Experience of public speaking and presentations




             √

Current knowledge of Health Services & structure


        √

Current knowledge of Social Work services & structure


        √

Proven experience of budget management





√
Experience of managing staff and leading a team




√
Experience of providing training/presentations





√
Personal Skills or Qualities

Excellent IT skills particularly Microsoft Office



        √

Willing to work within a developing organisation



        √

Proven ability to organise own workload and work  independently 
and as part of a team





                     √                                                                 

Reliable





                     √

Enthusiastic






        √

Creative and good at problem solving




        √

Ability and/or willingness to travel




        √

Proven ability to recognise and act on opportunity


        √

Communication Skills

High degree of written and oral skills




        √

Experience of addressing equality issues through




√ 

working with people from a diverse range of backgrounds

Good listening skills






        √

Ability to communicate well with a wide range of people


        √

Proven ability to network and build relationships



        √

Education

Degree or further educational qualification





√

Evidence of learning and personal development



        √

Be willing to undergo further training or attain qualifications as required
        √



People Experience

Working with Older people


}
}

Working with individuals with dementia                }
Mental Health



}





Learning Disabilities



}

Physical Disability



}

Sensory Impairment



}

Multiple/Complex disabilities


}


Behavioural Difficulties
                                       }

Drug, Substance or Alcohol Abuse

} 

Essential - Experience of at least three within this group














