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Job Description and

Person Specification
POST TITLE:
Social Isolation OSS (One Stop Shop) Coordinator  
DURATION:
Permanent 

HOURS OF WORK: 
35 hours per week, to be worked in accordance with DVVA Conditions of Service

SALARY: 
Grade 4 £25,470 - £28,300 
PURPOSE OF POST:

The aim of the project is to target and address social isolation in individuals who are identified as being at risk of, or suffering from, social isolation, lack of social contact and low community involvement.  Social isolation may occur for a range of reasons but some groups are particularly at risk, such as:

· people with long-term illness or other long-term health conditions

· older people living alone and with no access to transport

· people with mental health issues 

· people with dementia

· people with low income

· carers/older carers

The programme will help to identify if there are particular issues contributing to isolation and signpost for assistance, as well as identifying ways of reducing isolation.
MAIN DUTIES:


Third Sector Engagement and Involvement

To facilitate and support Third Sector involvement in the planning, development, delivery and evaluation of a One Stop Shop for people living in Dundee who have been assessed as not meeting the threshold for social care but may still require lower level support or assistance to help them to maintain or improve their health and wellbeing.   
Social isolation affects different people in different ways and how it can be resolved will also be different.  Therefore, the programme will assist people to identify and access a range of bespoke services and activities cross sector, including:

· Services - including drop in, support groups, lower level intervention services in Dundee.

· Social activities - such as art classes, gardening, singing or book clubs to give people a range of activities that they can go to independently.

· Volunteering - isolated people can have a wealth of skills and experience that they may be happy to share with others or organisations but simply do not know how to.

· Develop, and maintain a directory of community-based provision for people who could benefit from support, and for signposting purposes.

Strategic Partnerships

· Promote, advocate for, and facilitate involvement of the Third Sector in strategic planning processes.

· Support and contribute to partnership working which responds to local issues and needs relating to the client groups.
· Ensure representation at strategic levels, so that the views and interests of the Third Sector shape direction, priorities, and work streams.
Co-production

· Work with organisations and individuals to co-produce services and supports that respond to the needs of local people. 
· Lead and chair the Social Isolation Network Meeting to bring partners from across the City together.
· Work collaboratively within Dundee City Council’s First Contact Team 
Contribute to developing and delivering the Social Isolation Team Plan

· Use IT systems provided for recording and communication purposes.

· Maintain accurate records of attendances, outputs and outcomes to evidence work undertaken including the use of Upshot.

· Actively and constructively participate in team meetings (including chairing at times) and activities.

· Contribute to shared team developments.

· Work with team colleagues to ensure the plan and its delivery reflects the needs of individuals, organisations, and communities.

· Strive to maintain good practice in co-production. 
General Duties

· Demonstrate commitment to the work of Dundee Volunteer and Voluntary Action and promote team working.
· Line management duties.
· Work in accordance with the organisation’s policies and procedures.
· Demonstrate commitment to the work of the Third Sector Interface and promote partnership working.
· Identify any areas of risk and advise on improvements.
· Contribute to quality assurance, which will ensure compliance with existing quality systems such as EFQM and Good Governance Award.
· Undertake personal and professional development as required by the role.

OTHER DUTIES

The job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties as it is recognised that jobs change over time.  Should the duties change radically then the post and grading will be reviewed.

CONDITIONS OF SERVICE

· These are set out in the organisation’s staff handbook.
· All staff meeting the qualifying criteria may join a defined contribution pension scheme provided by TPT Retirement Solutions. 

· The organisation has an equal opportunities policy and seeks to be an equal opportunities employer.
ANNUAL LEAVE: 21 days per annum on appointment increasing each year by 1 day to a maximum of 25 days, plus 6 public holidays, plus 5 days Christmas closedown. Pro-rata for part-time staff. 
LOCATION: Initially, the post holder may be required to work from home due to Covid-19 restrictions. There may be an option for the post to be a blend of home and office working in future. Our main office is based in Dundee city centre and we also have community locations in Lochee and Whitfield.

PVG: This job requires contact with vulnerable groups, therefore you will require to gain/maintain PVG Scheme membership.
TRAINING: Staff may make application to pursue appropriate training. 
JOB DESCRIPTIONS are reviewed from time to time.
Person Specification
	
	Essential 
	Desirable 

	Professional/Educational Qualifications
	
	

	Relevant qualification or a minimum of 3 years practical experience
	X
	

	Project Management qualification
	
	X

	Knowledge and Experience
	
	

	Experience of managing staff
	X
	

	Establishing and maintaining effective working relationships.
	X
	

	Knowledge and understanding of services and supports that aim to address social isolation
	X
	

	Third Sector working
	X
	

	Health and Social Care Partnership (HSCP) working
	X
	

	Health and Welfare knowledge 
	X
	

	Cross-sector collaboration
	X
	

	Partnership working
	X
	

	Supporting groups
	X
	

	Successful track record in community development
	
	X

	Skills and abilities
	
	

	Excellent communication skills, both oral and written
	X
	

	Excellent organisational skills with the ability to handle multiple tasks simultaneously
	X
	

	Strong interpersonal skills, with the ability to manage internal and external relationships effectively
	X
	

	Strong leadership skills
	X
	

	Advanced IT skills, including in the use of Microsoft Office
	X
	

	Project management skills including planning, delivery, monitoring and evaluation
	X
	

	Ability to motivate and develop others and manage quality and performance
	X
	

	Communicating with diverse audiences
	X
	

	Presenting ideas and reports
	X
	

	Outcomes focused evaluation
	X
	

	Balancing operational with strategic priorities
	
	X

	Personal Qualities
	
	

	Self-motivated, enthusiastic and committed
	
	

	Highly innovative and experienced in designing new systems and processes
	
	

	Flexible approach with an ability to meet deadlines
	
	

	Demonstrates positive work ethic
	
	

	Committed to equalities and inclusion
	
	

	A strong team player who can also use own initiative appropriately 
	
	

	Strong commitment to partnership working
	
	

	Additional Job-Related requirements
	
	

	Satisfactory PVG check 
	X
	

	Flexible working which may include evening and occasional weekend work
	X
	

	Driving licence with access to a car
	
	X
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