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Forth Valley Advocacy
Job Description
	Post Title: 
	Team Leader/Duty Worker 

	Salary:
	£32,550

	Responsible To: 
	Chief Executive Officer

	Location:
	Ironworks Business Centre
CastleLaurie Industrial Estate
Falkirk
FK2 7XE
A hybrid working policy is currently in operation supporting significant working from home.

	Holidays:
	28 days leave plus 10 public holidays 4 of which are floating

	Hours of Work:
	37 hours per week, Monday to Friday

	Benefits
	7% employer pension contribution, income protection, death in service benefit and personal support through BUPA



1 Job Purpose
· To manage the delivery of a high-quality independent advocacy service meeting the standards laid down within current contracts.
· To lead, support and develop a team of independent Advocacy Workers
· [bookmark: _Hlk152932948]To act as Duty Worker, triaging all referrals, assessing priority, and signposting where Forth Valley Advocacy (FVA) input is not appropriate. (There is another postholder in the organisation currently who assists with this).
· To provide up-to-date information and guidance to staff on all relevant legislation 
· To support a small number of advocacy partners
· To cover for absence within the team
· To deputise for the Chief Executive Officer where necessary


2 Dimensions of Job
· Forth Valley Advocacy (FVA) has been established across Stirling, Falkirk, and Clackmannanshire since 2003. It is currently based in Falkirk.
· FVA offers information, support and representation to individuals with a learning disability, autism, dementia, mental health problems or an acquired brain injury. The service is based on human rights principles and ensures that a stronger voice is given to individuals made vulnerable by complex life situations.
· FVA is a registered Scottish Charity No SCO34510 and a company limited by guarantee No SC251723.
· All staff must work within the Scottish Independent Advocacy Alliance Principles and Standards
· FVA is currently funded to provide independent advocacy services in the Forth Valley area until 31.10.24 with the possibility of a 1-year extension.
· FVA operate a paperless system, having moved all files to MS 365/ Sharepoint/ One Drive and use an electronic database to manage advocacy partner information. 
· The job requires geographical mobility and the successful postholder must be able to travel easily across the FVA area.
· Some evening and weekend work will be required for which Time Off in Lieu will be given.
· The postholder is required to have membership of the PVG scheme to undertake regulated work with adults and children. 


3 Organisation Chart



4  Key responsibilities
4.1 Management
· As a member of the FVA management team support the CEO in the management and development of FVA, deputising for the CEO as required.
· Line Management, support and supervision and annual appraisal of Advocacy Workers and Advocacy Liaison Worker.
· Ensure the professional standards of independent advocacy are met by providing guidance and staff development to Advocacy Workers.
· Ensure regular analysis of staff training needs is undertaken and ensure all staff receive the training required to be effective in their roles. 
· Recruit and induct new members of the team.
· Ensure relevant policies and procedures including grievance and disciplinary are implemented.
· Cover meetings or tribunals for Advocacy Workers due to staff absence or unavailability. 
· Manage short and long-term projects as required.

4.2 Quality Assurance
· Ensure the delivery of a high standard independent advocacy service through regular monitoring.
· Collect and analyse feedback from advocacy partners and partner organisations.
· Ensure agreed advocacy outcomes are met (There is another postholder in the organisation currently who assists with feedback and outcomes).
· Jointly manage the database and produce the necessary reports for FVA staff, the FVA Board, funders, and external partners.
· Maintain and continually update knowledge of legislation that impacts on our advocacy partners.
· Monitor, anticipate and where appropriate comment on changes to legislation that affect independent advocacy.
4.3 Duty Worker
· Act as a duty worker taking and responding to all referrals (There is another postholder in the organisation currently who assists with this).
· In conjunction with the CEO, plan and organise regular staff meetings and assign referrals, allocating within the agreed timescales.
· Act as an independent advocate for a small number of advocacy partners. 

4.4 Partnerships and External Relationships
· Support advocacy partners to be involved in and contribute to the development of FVA.
· Develop and maintain effective relationships with funding bodies, government, statutory, voluntary and community organisations.
· Liaise with funders on the development of services.
· Link with other independent advocacy services through SIAA.
· Represent FVA externally and promote its work and the role of Independent Advocacy.
· With all staff, promote greater awareness of the needs of people with mental health problems, older people and people with dementia or learning difficulties to give a positive community identity to these groups.
· Attend and contribute to external committees and forums.

4.5	Involvement of Advocacy Partners

· Support advocacy partners to be involved in and contribute to the development of FVA.
· Maintain effective mechanisms for consulting advocacy partners.
· Knowledge and experience of using different communication tools e.g. Talking Mats and ability to develop and implement appropriate communications strategies. 
· Ensure that Forth Valley Advocacy is providing relevant services which are based on evidence of needs.

4.6	Health and Safety
· Ensure all staff and volunteers work within a safe environment, arranging risk assessments and compliance with Health and Safety legislation.

4.7	Other

· Any other matters that the Board or Chief Executive Officer may request as are reasonable and practicable.


5	Person Specification


	
	Essential
	Desirable

	Qualifications
	
	

	Relevant Degree or professional qualification, or experience of delivering services in a related field
	X
	

	Experience of managing the delivery of people focussed services.
	X
	

	Management qualification
	
	X

	Qualification in independent advocacy
	
	X

	Skills and Abilities
	
	

	Ability to operate as a senior person in an organisation and to carry out agreed objectives with minimum direction and support
	X
	

	Ability to lead a team 
	X
	

	Ability to absorb new information quickly and put it into practice
	X
	

	Ability to work co-operatively with advocacy partners, colleagues, external agencies and other professionals
	X
	

	Excellent communication skills – reading, writing, listening and speaking
	X
	

	Ability to use different communication tools eg Talking Mats and to develop and implement communications strategies
	X
	

	Competent use of IT packages e.g. MS 365/ Sharepoint/ One Drive  
	X
	

	Competent use of an advocacy partner management system/ database
	X
	

	Developing and implementing strategic plans
	
	X

	Developing and implementing operational plans
	X
	

	Knowledge
	
	

	Knowledge of legislation relevant to independent advocacy, especially Mental Health (Care and Treatment) (Scotland) Act, Adults with Incapacity Act, Adult Support and Protection Act
	X
	

	Knowledge and understanding of and ability to uphold the principles and standards of the Scottish Independent Advocacy Alliance
	X
	

	Understanding of statutory sector practices and systems
	X
	

	Experience
	
	

	Independent advocacy practitioner
	X
	

	Supervision or management of staff
	X
	

	Working in the Third Sector
	
	X

	Working with clients and external agencies
	X
	

	Experience of submitting funding bids
	
	X

	Personal Qualities
	
	

	Ability to work under pressure, managing conflicting deadlines and priorities
	X
	

	Ability to deal with interruptions
	X
	

	Ability to review and reflect on personal practice
	X
	

	Non-judgemental approach
	X
	






Forth Valley Advocacy Board


Chief Executive Officer


Business Support Executive


9 Advocacy Workers (8.4 fte)


Team Leader/Duty Worker 


Advocacy Liason Worker
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