women’s support project
WORKING AGAINST VIOLENCE AGAINST WOMEN AND CHILDREN
                                        
Resource worker 
Job description and person specification
£28981 per annum 
6% employer’s pension contribution
35 hrs per week 
25 days annual leave, plus 12 public holidays 
Fixed term contract to 30th September 2023
The Women’s Support Project (WSP) is a registered Scottish charity, working against violence against women and children.  A Board of Directors oversees the work of the Project and employs staff members.  This post will report in the first instance to the National Coordinator for Commercial Sexual Exploitation (CSE). 
This post is based in Glasgow.  A blend of office and home working can be negotiated but applicants should expect to be office based for an average of 3 days per week. 
Resource Worker
The aim of this post is to support our work to raise awareness of violence against women and improve service responses by:
· [bookmark: _Hlk86919775]Collecting and collating relevant information; responding to enquiries; and developing effective means of disseminating information 
· Producing and disseminating high quality information and resources, in print and online
· Develop, maintain and oversee efficient office systems 
Over the period 2021 – 2023 the work will have a particular focus on commercial sexual exploitation, and FGM and other harmful practices.
Key duties Include: 
· Develop information resources to support public education and practitioner training.  (E.g., podcasts, newsletters, blogs)
· Develop information and resources for women affected by violence or abuse, particularly in relation to CSE and FGM/other harmful practices
· Support the delivery of training and events, eg administration, marketing, and comms support for seminars / webinars, practitioner training
· Provide support for multi-agency and partnership working, eg meeting administration, sourcing and disseminating information
· Source information to share thorugh newsletters / events / webinars etc
· Support the development and dissemination of briefings and consultation responses 
· Manage social media accounts and maintain / update website resources 
· Keep abreast of up to date research and information on violence against women
· Respond to requests for information and resources
· [bookmark: _Hlk86921599]Develop, maintain and oversee efficient office systems including mailings, databases, data recording, monitoring
· Represent the project in a positive and professional way, which promotes the visions, aims and objectives of the Women’s Support Project 
· Always operate according to current WSP policies and procedures.
Essential Criteria
· Knowledge and understanding of the Scottish Government and COSLA approach to ending male violence against women is essential.  You must be prepared to work within the understanding and definition of violence against women as outlined in Equally Safe. www.gov.scot/publications/equally-safe-scotlands-strategy-prevent-eradicate-violence-against-women-girls/ 
· Experience of responding to public enquiries (in person, email, messaging)
· Experience of collecting, collating, and presenting information effectively in a range of formats
· Able to write clearly and effectively for use in a range of settings / audiences
· Experience of administering and promoting training and/or events (on-line and in person)
· Experience of managing social media and maintaining websites  
· Experience of maintaining monitoring and evaluation systems
· Excellent IT skills, including use of social media, websites, Zoom, Teams
Desirable criteria
· Knowledge of the ‘violence against women’ sector
· Experience of working on issues affecting marginalised groups
· Design / publishing skills and experience
· IT or administration qualifications

 Personal Attributes
· Commitment to working against male violence 
· Resilient and able to work well on contested issues 
· Excellent communication and facilitation skills
· Ability to plan work, set priorities, effectively manage your workload and work to tight deadlines 
· Self-motivated
· Having flexibility, adaptability, and willingness to take on other relevant tasks or duties requested.
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