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Dear Applicant,

Vacancy:  Centre Coordinator

Thank you very much for your interest in working with Forth Valley Rape Crisis   

I am enclosing:

· background information
· job description
· person specification
· application form
· equal opportunities monitoring form online link

Further information about Forth Valley Rape Crisis is available at www.forthvalleyrapecrisis.org.uk and about Rape Crisis Scotland and the work of Member Centres at www.rapecrisisscotland.org.uk

Please note that the deadline for completed applications is 14th October 2022 at 9am.
[bookmark: _Hlk112680372]Please note that we do not accept CVs.  The full application form should be completed and emailed to recruitment@forthvalleyrapecrisis.org.uk  The completed equal opportunities monitoring form should be completed online at https://forms.office.com/r/8Fwa1ZURgi
All posts we recruit require a female applicant under Schedule 9, Part 1 of the Equality Act 2010 and Section 7(2) e of the Sex Discrimination Act 1975.

We look forward to receiving your application.  In the meantime, if you have any queries, please get in touch via email on recruitment@forthvalleyrapecrisis.org.uk


Best wishes,

Angela Barron 
CEO
Forth Valley Rape Crisis

Background Information:
Forth Valley Rape Crisis 
	
Forth Valley Rape Crisis (FVRCC) established in 2016, is part of the national network of 17 Rape Crisis Centres who are members of Rape Crisis Scotland and adhere to the RCS National Service Standards. 

You can find out more about our service by watching our video Forth Valley Rape Crisis  

More information about the wide range of work undertaken by Rape Crisis Scotland Centre’s across the country can be found at www.rapecrisisscotland.org.uk 

The work of Forth Valley Rape Crisis:
· Provides trauma informed therapeutic support 1:1 support to people of all genders aged 12+ as well as their friends, family, partners and workers. 
· Provide justice advocacy support to those considering, or who are engaging with the criminal justice process. You can read more about the NAP here https://www.rapecrisisscotland.org.uk/national-advocacy-project/ 
· Delivering prevention workshops and engaging with young people across schools and youth settings in Forth Valley Rape Crisis as part of the Rape Crisis Scotland National Prevention Programme. Prevention | Rape Crisis Scotland
· We work in partnership with other key stakeholders such as local police, local authorities and schools to improve understanding and provision of gender-based violence and trauma informed responses to survivors of sexual violence.





















Beliefs and Values
Core beliefs


We believe that:
· sexual violence is both a cause and a consequence of inequality amongst genders. It is the result of harmful ideas about gender which influence all parts of society, from personal relationships to institutional responses 

· we live in a society where dominant ideas about gender limit the freedom and rights of women, children and LGBTQ+ people and perpetuate negative stereotypes of masculinity for men 

· many of the societal inequalities that exist amongst genders result from sexual violence, for example, disruption to education, limited access to housing or negative impacts on mental health

· sexual violence is often perpetrated as a form of hate crime where a person experiences violence as an attack on their identity. For example, it is often perpetrated as a form of homophobic or transphobic abuse

· gender based violence requires an evidence-based, gender-specific response

· survivors are the experts in their own experience, and we will support them to exercise control and direction of their own lives











Our Values

Kindness

We recognise the importance of kindness and humanity in creating a warm, supportive and welcoming environment in the Centre itself, and for building strong relationships amongst staff, survivors, volunteers and trustees. FVRCC should be somewhere that feels good to be. We believe that kindness can improve resilience, strengthen the ability to withstand stress and challenges, and can contribute to positive, creative solutions.  This means that we will:
· make space and time for "softer" values and activities, such as thera-pets, gardening and self-care workshops
· we see our employees as people first, and seek to understand and take account of personal circumstances and challenges
· recognise the impact that working with trauma has on people, and ensure that effective support arrangements are both put in place and used
· proactively recognise, monitor and, where possible, remove barriers to our services and to our governance

Innovation

We have the freedom to dream, and to imagine without boundaries the changes we want, to be creative, and to plan how to achieve those changes within the context of our current environment and values. This means that we will:
· welcome and create the space for creative and innovative thinking
· understand and pursue the needs of survivors, and develop innovative practice
· accept the risk that some things may fail, ensure that we learn from both success and failure, and build evidence 
· listen to and respect the ideas and opinions of others
· create and maintain a learning culture, and invest in skills and development of staff, volunteers and trustees, building the capacity of the organisation
· be open minded, and consider the best ways to achieve objectives rather than simply following accepted wisdom or practices

Survivor- centred

Survivors and survivors' needs are at the heart of our thinking, planning and practice. We will:
· listen to survivors voices and ensure they are represented at all levels of the
organisation
· create an environment in which survivors can flourish and are empowered
· ensure that survivors views and ideas guide and shape our campaigning, decisions and service development.
Diversity and representation

We are committed to improving diversity and representation as we recruit staff, volunteers and trustees, and to identifying and reducing the barriers to access for services. We will:
· support the participation and representation of different ethnic and racial identities, people with disabilities, age, sexual orientation and gender identity and the communities (urban and rural) of Forth Valley.
· proactively advertise and publicise opportunities and events across a broad range of organisations, communities and websites
· record progress through skills and governance audits, equal opportunities monitoring and gathering feedback from volunteers, survivors and participants



Transparency

We will all be as open and participative as possible, within the limitations of confidentiality and personal safety. We will:
· ensure that the survivors we support understand the nature of and limitations to confidentiality agreements
· have a fair, transparent and accessible complaints process


Our pledge

We will ensure that our core beliefs and values are at the heart of our governance, decision-making, campaigning and the development of our practice and our services.









Centre Coordinator 

Job Description and Person Specification 
	


Title:	Centre Coordinator

Hours:					Part time 30 hours per week

Salary:			                       	£18,564 pro rata (cost of living increase pending) 

Length of Post:			Funded until 31 March 2025

Location:				Stirling, with some travel throughout Scotland

Pension Entitlement: 	            	6%

Holiday Entitlement:   		42 days inclusive of public holiday pro rata

Responsible to:                         	Senior Management Team

Conditions:	Any offer of employment will be subject to satisfactory references and PVG check.

---------------------------------------------------------------------------------------------------------------------------------------

Job Summary

As our part-time (30 hours per week) Centre Coordinator your primary responsibility will be to ensure the Centre runs effectively and efficiently so other team members can focus on their core responsibilities.  The role also involves covering for other administrative staff during holidays.

.
Main Duties include 

· Maintenance and general tidiness of the Centre to ensure a welcoming environment for all service users.
· Welcoming survivors and other visitors to the Centre.
· Answering phones, dealing with general enquiries and taking messages.
· Monitoring and redirecting incoming mail to the Centre including admin emails.
· Maintaining the Centre’s social media accounts
· Maintaining all supplies in the Centre and reordering when necessary.
· Ensure Health and Safety policy is properly adhered to in the Centre, testing alarms etc.
· Maintaining staff records including sickness/holidays, PVG administration etc.
· Responding to staff queries in respect of office resources, IT etc.
· Supporting the Head of Service to identify and manage any issues in the Centre.
· Liaison with our external maintenance providers to arrange cleaning, gardening and maintenance of the Centre as and when required.
· Maintenance and control of the petty cash float and records including monthly reconciliation.
· To provide holiday cover to the Admin & Finance assistant role.
· To support the Senior Management Team and all other team members with administrative, HR and other duties as required, including minute taking at team meetings, quarterly board meetings.
· Any other reasonable duties as required to maintain the smooth running of the Centre.



Person Specification

	Criteria
	Essential
	Desirable

	Experience
	· Experience in workplace administration, finance, co-ordination or facilities

	· Experience of working in a similar role within a charity/the third sector.


	IT Skills
	· Proficient in use of in use of Microsoft Office.
· Competent in communicating via video conferencing.
	· Experience of YouManage software.

	Communication Skills
	· Excellent communication skills.
· Highly competent in teamworking and collaboration.
· Able to maintain the highest levels of trust and confidence.
	

	Personal attributes
	· Good organisational skills, capable of using own initiative, workload prioritisation, common sense and decision making within delegated parameters
· Personable and well presented.
· Honesty and integrity.
· Committed to maintaining confidentiality.
· Committed to equality, accessibility and non-discriminatory work practices.
	· A feminist understanding of issues related to sexual violence.

	Other
	· Able to work flexibly and to undertake some evening and weekend work

	· Clean driving licence, access to vehicle



	Application to Forth Valley Rape Crisis Centre 
for the post of
Centre Coordinator 


	Section 1:  Personal details

	Surname:


	First name:

	Address:





	Tel (home):

	
	Tel (mobile):

	
	Tel (work):

May we contact you at work?  yes/no


	Postcode:
	Email address:


	Do you have any particular requirements to facilitate your access to interview, or relevant to the job, which we need to know about?
	YES                    NO

	If yes, please give details:
	




	Do you have a driving license and access to a car? (Desirable but not essential)
	

	Where did you hear about this post?
	







If completing this form electronically, please add a scanned signature. 


Signed	______________________________________		Date _________



	Declaration

	I certify that all the information contained in this form and any attachments is true and correct to the best of my knowledge.  Offers of employment will be subject to satisfactory references, a PVG check and compliance with UK working restrictions. I realise that false information or omissions may lead to dismissal without notice.

Signature: (Electronic or scanned will suffice)

Date: 




































THIS SHEET WILL BE DETACHED FOR SHORTLISTING


Office use only / Reference number……….


Office use only / Reference number……….


	Section 2: Qualifications and training
(Only enter those qualifications and/or training necessary or relevant to the job)

	Qualification and/or training
	Subject
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Section 3:  Present employer

	Name & address of employer:


	Date commenced employment:



	Job title: 

	Notice required:

	Current salary:



	Brief description of your main duties and responsibilities, with an emphasis, where possible, on those areas most relevant to the job applied for: 

 



















	Section 4:  Previous employment (list in order, with most recent employer first)

	Please list all your previous employment, detailing any gaps between employments with reasons (continue on a separate sheet if necessary).

	Dates
	Name and address of employer
	Job title and nature of work
	Reason for leaving

	From
DD/MM/YY
	To
DD/MM/YY
	
	
	

	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	

	
	

	
	
	

	
	

	

	
	
	
	




	Section 5:  Relevant skills, experience and abilities

	With reference to the job description and person specification, please outline how your work experience (including unpaid work) training, skills and abilities would enable you to carry out the duties of this post.  Please include any information which you feel is relevant, paying specific attention to each Essential and Desirable points in the person specification as scoring and shortlisting will be based on your answering each point. Shortlisting will be based on the information given in this application so please be explicit and give specific examples from your own practice where helpful.  Giving consideration to the personal qualities identified in the job specification, please also tell us why you are applying for this position and why you believe you are the best candidate for this role.  Do not include a CV as this will not be considered.


	



  



























	

Section 6:  References

	FVRC requires a minimum of 2 employment references to cover a three-year period – if necessary, please provide further referees covering the last 3 years.

	Reference 1:  Current / most recent employer

	Name: 
	Position: 
	Tel no: 

	Company name:


	Email:  

Address:



	May we, with discretion, contact your employer to discuss this reference:
Yes
	

	Reference 2:  Previous employer / supervisor

	Name: 
	Position:
	Tel no:

	Company name:





	Email:

Address:






	May we, with discretion, contact your previous employer to discuss this reference:

	

	Reference 3:  Previous employer / supervisor

	Name: 
	Position: 
	Tel no: 

	Company name:






	Email:


Address:


	May we, with discretion, contact your previous employer to discuss this reference:
Yes
	




Applications will be retained for a 6-month period following the deadline and the successful applicant’s data will be dealt with in line with our GDPR & HR policies. 
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