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JOB PROFILE

Post Title:  Business & Administration Assistant SDAP
Post Number: New Post
The Business & Administrative Assistant is responsible, through the Chair(s) of the SDAP partnership for the provision of clerical and administrative support to the work and activities of the Shetland Domestic Abuse Partnership. 

In accordance with the Scottish Social Services Council, all Social Work Service Workers must adhere to the following codes of practice:
· Protect the rights and promote the interests of service users and carers

· Strive to establish and maintain the trust and confidence of service users and carers

· Promote the independence of service users while protecting them as far as possible from danger or harm

· Respect the rights of service users while seeking to ensure that their behaviour does not harm themselves or other people

· Uphold public trust and confidence in social work services

· Be accountable for their practice and take responsibility for maintaining and improving their knowledge and skills

The main duties of the post holder will be:

To provide general & project management support to SDAP including, but not limited to:
· To convene and attend meetings of SDAP and its subgroups.
· To provide full administrative support, including production and distribution of agendas, reports, minutes, business plans, strategic plans, and action trackers, and other associated documentation to SDAP and its subgroups.

· To provide administrative support to the Chairs of SDAP. 
· To liaise with report authors, speakers, and committee chairs as required.
· To assist with short life Working Groups, remits, and production of agreed protocols.
· To assist the Chairs by monitoring expenditure from agreed budgets.

· In conjunction with the Chairs and Convenor of the Adult Protection Committee and the Adult & Child Protection Lead Officer, assist in the production of reports to the Shetland Public Protection Committee. 

· To produce data in respect of SDAP for use in annual reports and business plans. 

· To prepare the annual Violence Against Women Data Return. 

· To support the implementation of Equally Safe and SDAP’s monitor compliance.
· To work in partnership with the other island groups within the Interisland Partnership.

· To attend the National Violence Against Women and Girls Network Meetings for SDAP as required and feedback to the group.

· To coordinate and progress actions for SDAP work plans to and from the respective subgroups and assist the Chairs in gathering info and monitoring outcomes.
· To coordinate management information/statistics relevant to SDAP.
To manage and co-ordinate SDAP’s communications, including but not limited to:
· To develop and maintain the Safer Shetland website.
· To work alongside the Lead Officer Adult & Child Protection in the development and dissemination of public information.

· To prepare and distribute a newsletter to the partnership pulling together all relevant information monthly. 
· Publicity & multi-agency focus on awareness raising – 16 days / International Women’s Day and support an annual diary of key events and projects.
· To have contact with young people, carers, and protected adults in order to publicise the work of the child protection and adult protection committees, Womens Aid and Rape Crisis groups and share information.
· To seek the views, either on an individual basis or in small groups, of young people and protected adults so as to inform the work of the two committees.

· Liaise with all partners and organisations regarding policy and procedures in relation to Domestic Abuse and Gender Based Violence.

· To liaise with Chief Officers and Scottish Executive as requested on behalf of SDAP.
· To coordinate and lead on planned training identified by SDAP.

· Support the introduction and implementation of The Safe and Together Model and organise associated training. 
· To plan/coordinate training events.
· To ensure that management information systems are established and maintained to monitor and evaluate the effectiveness of all Training.
· Other appropriate project tasks as directed by the Chairs of SDAP and Managers of Women’s Aid groups.
Key documents to update as required 

-
Up to date SDAP email distribution list and key dates & membership
-
SDAP Strategy

-
Strategic Action Plan

-
Business Plan
From time to time, the SDAP Chair(s) and WA Mangers may require the post holder to undertake duties outside those specified. 

PERSON SPECIFICATION

Post Title:  Business & Administration Assistant SDAP

Post Number: New Post

	
	ESSENTIAL
	DESIRABLE

	Personal Features/Qualities
	Understanding of the impact of gender-based violence and trauma
	

	
	
	

	
	Understanding of intersectional feminist values and governance
	

	
	
	

	
	Ability to work to strict deadlines
	

	
	
	

	
	Personal motivation and ability to motivate others
	

	
	
	

	
	Detail conscious
	

	
	
	

	
	Approachable
	

	
	
	

	
	Assertive
	

	
	
	

	
	Ability to work collaboratively across agencies
	

	
	
	

	Relevant Experience:
	Previous relevant experience within local government and/or women’s sector
	

	
	
	

	
	Report Writing
	

	
	
	

	
	Project Management Experience
	Experience of financial systems and processes


	Education/Training:
	Qualification(s) in relevant area (e.g., in business & administration, accounting, social work, psychology, social sciences, gender studies or other related fields) or working towards this.


	Degree in relevant area 

Other qualifications in other relevant areas



	
	
	

	Skills, Abilities and Knowledge:
	Excellent interpersonal skills

Ability to communicate with young people and protected adults
	Working knowledge of policies in relation to Adult Protection and Child Protection

	
	
	

	
	Good communication skills, both written and oral
	

	
	
	

	
	Ability to work on own initiative
	

	
	
	

	
	ICT Skills
	

	
	
	

	
	Organisational Skills
	

	
	
	

	
	Coaching Skills
	

	
	
	

	
	Interagency Working
	

	
	
	

	
	Ability to maintain strict confidentiality
	


Allowances:  Distant Islands Allowance

Evaluated Grade:  H

Date of Evaluation:  17/09/2021
PVG Membership:  yes 
Disclosure Check:  Basic Police Act Disclosure

Date of Last Amendment:  17/09/2021
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