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Job Description

Job Title: 
Facilitator   
Based: 
Parent Network Scotland

Reports to: 
Senior Facilitator 
Hours: 

25 hours per week plus 20 days annual leave, plus 10 public holidays (pro-rata)

Salary: 

£25,946 per annum  pro rata  to 25 hours
Pension: 
Up to 5% employer contribution if matched by employee.

Organisation profile:  Parent Network Scotland (PNS) supports parents to harness the joy of parenting and develop skills and confidence to raise happy confident children. Our programmes are delivered by professionally trained facilitators in relaxed and friendly settings. Our ethos is parents working with parents to develop strong resilient communities through building relationships and volunteering.  
Facilitator Responsibilities
Support excellence in facilitation through the preparation and delivery of high quality parenting programmes and by supporting participant parents.  Report directly to the Senior Facilitator and work closely and supportively with Chief Executive Officer, Administrators and other facilitators to deliver excellence in parent learning.   Successful applicants will have the skills, confidence and awareness to:
· ensure up to date recording and processing of parent attendance, absence, withdrawals, progress and results, and other relevant PNS processes;
· follow quality assurance processes to deliver outstanding learning to parents within their communities;  
· harness and build safety and trust within group settings;
· assess relevant individual learning styles and understand the theory and practice of the group process;
· manage group dynamics;
· observe equal opportunities and anti-discriminatory practice;
· use a range of facilitation skills;
· use reflective listening skills and acknowledge feelings;
· assess learning, develop and maintain ‘fit for purpose’ training materials;
· manage conflict and distress in a group;
· present the content of PNS course material across its portfolio of learning materials;
· Report regularly to Senior Facilitator on delivery and potential new opportunities;
· Undertake and reflect in formal and informal evaluation, including self-evaluation.
Administrative Responsibilities
•
To capture, maintain and analyse attendance, training and destination figures;
•
Adhere to policies and timely submission of administrative paperwork;
•
Work with wider team to revise, update and maintain resources appropriate for training 



purposes.

Additional tasks Responsibilities
•
Work in collaboration with the Senior Facilitator to plan and deliver top-up training for pool of 
Facilitators, including logistics;
•
Work with the Senior Facilitator to maintain a clear record of all expenditure in relation to the 
Facilitators’ training programme and maintaining a high quality service;
•
Maintain knowledge of vital changes in legislation re. Child Protection, Health & Safety, 



Equalities;
•
Contribute on a regular basis to Parent Network Scotland’s Newsletter and Facilitators’ Forum


Undertake any other appropriate duties as and when required by the Senior Leadership team.
Person Specification
	Skill
	Essential
	Desirable

	Communication skills – oral and written
	(
	

	Presentation skills - Experience of imparting information to a wide range of people, such as parents, teachers, social workers
	(
	

	Leadership skills - PNS training emphasises parents taking responsibility for their own learning.  However, facilitators will need to provide clear leadership to ensure that course objectives are met
	(
	

	Negotiation skills - These will be needed in a wide range of circumstances, for example negotiating boundaries or changes to the course delivery with parent, discussions with professionals such as head teachers and colleges
	(
	

	Assertiveness skills - Facilitators will need to demonstrate their assertiveness in a number of ways, for example keeping parents on track, challenging and caring for own needs
	(
	

	Ability to take decisions - As much of the parenting training is facilitated alone, the facilitator will need to be able to plan, organise and work on own initiative
	(
	

	Own transport
	
	(

	Completed any Parent Network Scotland Course
	
	(

	Open, Approachable, enthusiastic 
	
	(

	Ability to think on one’s feet whilst delivering materials depending on needs of group
	
	(

	Ability to provide parents with “hands on” activities for strengthening their parenting skills
	
	(

	Knowledge of designing training courses and programmes necessary to meet the training needs of parents
	
	(

	Knowledge of family engagement research and literature
	
	(

	Stay informed as to relevant skill and qualifications levels required by facilitators for effective performance, and circulate requirements and relevant information to the organisation as appropriate
	
	(

	Monitor and report on activities, costs, performance, etc as required
	
	(

	Prepare evaluation reports, case studies and media reports for clients and stakeholders 
	
	(
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