[bookmark: _GoBack]EDINBURGH CITY MISSION – JOB DESCRIPTION
TWO’S COMPANY PROJECT COORDINATOR (MISSION STRENGTHENER)

Post:			 Two’s Company Coordinator
Location:		7 Washington Lane
Based at: 	Office based; travel around city expected
---------------------------------------------------------------------------
Employed by:	Edinburgh City Mission	
Responsible To:	Outreach Team lead
Hours of Work: 	35 hours per week                                         
----------------------------------------------------------------------------------
SUMMARY
Two’s Company Befriending Edinburgh is a befriending scheme run as a partnership between Edinburgh City Mission and Linking Lives UK. We want to stimulate and strengthen local churches by equipping them to engage in befriending relationships with isolated older people in their communities.

Edinburgh City Mission work closely with church leaders and churches to help create a mission movement by praying and supporting people who are experiencing deprivation, isolation or exclusion. The Mission Strengthener will play a key role in stimulating and strengthening the church’s mission in Edinburgh and surrounding area. 

Linking Lives UK is a national charity that exists to empower and equip churches to significantly impact social isolation and loneliness in local communities.


MAIN PURPOSE OF JOB
· To be responsible for the day to day safe operation of Two’s Company Befriending ensuring that scheme members, staff and volunteers are well supported and equipped
· The position requires an element of flexibility and requires working occasional evenings and weekends (with time off in lieu)
· The post-holder must be a committed Christian (see Occupational Requirement below)
· Actively pursue the growth of Two’s Company across the city by establishing more Two’s Company Church partnerships

ORGANISATIONAL EXPECTATIONS

· Rely on God through personal prayer and Bible reading/ study
· Be committed to living and worshipping in Edinburgh, in order to be (or become) part of the local community
· Be confident to talk about your faith in Jesus in a gentle, loving, clear and non-judgmental way
· Regularly participate in Edinburgh City Mission team meetings and devotions; share updates with the rest of the team regularly, actively and positively; and engage in team social media groups
· Contribute to church Partnership Agreement review meetings and help monitor the health of Edinburgh City Mission’s relationship with partner churches
· Maintain high standards and seek to continually improve activities
· Be prepared to cover all parts of the city 

MAIN TASKS
· Ensure the safe and thorough assessment of the older scheme member and volunteer
· Carefully allocate scheme members to volunteers
· Ensure that volunteers receive the necessary support and supervision to flourish within their roles
· Oversee the safeguarding aspects of the scheme in liaison with Edinburgh City Mission’s safeguarding officer and policy
· Ensure that policies and procedures are circulated to and followed by all staff and volunteers 
· Liaise with statutory agencies and other voluntary organisations to ensure suitable referrals are maintained and that the scheme is meeting identified needs 
· Liaise with other key local agencies as necessary
· Work with the Steering Group in addressing ongoing issues and agreeing future strategy 
· Liaise with Linking Lives UK in order to remain up to date with national developments
· Oversee the training programme for volunteers
· Coordinate the monitoring of all aspects of the scheme 

SPECIFIC TASKS

· Ensure that all volunteers are properly vetted through informal chats, references, PVG checks and up to date records
· Conduct home visits for initial screening of our scheme members
· Conduct regular volunteer trainings
· Maintain accurate records in accordance with data protection requirements
· Compile and return Two’s Company quarterly reports
· Ensure compliance with the Linking Lives UK Partnership Agreement and Two’s Company Operations Manual
· Collaborate with the Communications & Design Manager to produce necessary publicity material ensuring that it is kept up to date and relevant
· Other relevant tasks as agreed up with Outreach Team Lead
DEVELOPMENT OF MISSION 

· Meet and pray with local church leaders to discuss their community engagement and mission
· Work with local churches to support their work amongst older people
· Recruit volunteers from other churches in the area of partner churches
· Assess and develop new opportunities for projects which contribute towards the aims and objectives of the scheme
· Engage with other Linking Lives schemes in Scotland and the LLUK National Development Manager to share information and ideas about addressing loneliness across Scotland.

SHARE THE VISION 

· Be available to speak at local schools, churches, student groups and other organizations about our community engagement and mission
· Obtain stories from scheme members and volunteers which can be shared through Edinburgh City Mission channels
· Attend at least four City Vision prayer meetings a year, to share and pray with supporters 

REPORTING AND EVALUATION 

· Complete a 6 monthly report and send to the CEO and management team
· Participate in Impact Assessment Measurement which includes:
1. Keep an up-to-date and accurate record of the number of attendees and participants in projects
2. Regularly update the wider team with updates on activities, stories, etc.
3. Regularly assess and evaluate projects, and relationships with churches and other organisations
· Participate in an annual appraisal conducted by the Outreach Team Leader

All employees are required to agree to follow our Adult Protection Policy and other policies. 

OCCUPATIONAL REQUIREMENT (OR)

Edinburgh City Mission offer our services and support on a non-discriminatory basis as modelled by Jesus in the gospels, and in accordance with the Equality Act (2010). 
It is essential that Mission Strengtheners are committed to the vision, doctrine and ethos of Edinburgh City Mission, sharing our core beliefs and values as they will represent the Mission to the public, churches, church leaders and other organisations.

All employees are required to agree to our Statement of Faith and Conduct. 

On the basis of the above, we believe that it is appropriate to apply an Occupational Requirement to this position.


	Personal Skills and Attributes
	Essential
	Desirable

	Evidence of an infectious and growing personal faith in Jesus

	
	

	Good knowledge and understanding of the Bible

	
	

	Ability to show empathy and win the confidence of others

	
	

	Evidence of well-developed listening and pastoral skills

	
	

	Ability to maintain composure in the face of hostility

	
	

	Ability to relate to people from diverse backgrounds

	
	

	Evidence of good verbal communication skills

	
	

	Ability to work regularly on your own

	
	

	Evidence of drive and initiative

	
	

	Ability to set and work to goals without immediate supervision

	
	

	Ability to keep going when lonely or discouraged

	
	

	Ability to take good decisions within established procedures

	
	

	Active involvement in a local church

	
	

	Experience of public speaking

	
	

	Experience in community development work

	
	

	Experience managing volunteers

	
	

	Evidence of good presentation skills
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