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Ref:  CBSW/APRIL17
Dear Applicant
Causeway Women’s Aid is currently recruiting for 2 Community Based Support Workers:

i) 25 hour per week, covering maternity leave 

ii) 30 hour per week fixed-term post to January 2019.

We would ask that you please tick the relevant box on application form to confirm which post(s) you are applying for.

Please find attached:

Pack containing Application Form, Job Description, Personal Specification, additional information, Monitoring Questionnaire and our Vision and Mission statement.   

Application Form must be completed in full and returned to:  Finance Manager, Causeway Women’s Aid, 23 Abbey Street, Coleraine.  Please do not enclose CV.   Completed application form must be returned by hard copy only; completed applications will not be accepted by email.

As we are a voluntary organization our funds are limited, therefore to limit postage costs, should you not receive notification regarding an interview within 4 weeks from closing date you have been unsuccessful in your application.

Please note only continuation sheets will be accepted with Application Form, all other attached information will be disregarded.

Thank you for your interest in our organisation.

Evelyn Scott

Finance Manager

CAUSEWAY WOMEN’S AID                       
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Employment Application
   CBSW/APRIL17



CLOSING DATE: 17th May 2017 5pm
   Return form to:-

   Finance Manager
   Causeway Women’s Aid

   23 Abbey Street

   Coleraine

   Co. Londonderry

   BT52 1DU

	                                                                          APPLICATION INFORMATION                                                                      Ref:  CBSW/APRIL17


	POSITION APPLIED FOR:-   Community Based Support Worker 
Please tick relevant post(s) you are applying for:


25 Hours per week Maternity Leave                             30 Hours Per week Fixed-term                          Both  


	Surname


	Forenames



	Home Address



	Phone – Day number


	Evening number

	If successful, when could you take up the appointment



	Do you hold a full current UK Driving License?               Yes/No



	Do you have access to a car?                                             Yes/No



	Do you have a valid work permit to work in the UK?        Yes/No



	EDUCATION   (If successful you will be required to provide evidence of your qualification)



	Name and address of Schools/College/University


	Dates attended From -To
	Recognised Qualifications and Grades

	
	
	

	
	
	

	
	
	

	
	
	

	OFFICE SKILLS – please detail level of ability


	Word-processing


	

	Excel


	

	Powerpoint


	

	General computer skills

	

	OTHER TRAINING UNDERTAKEN/QUALIFICATIONS


	Date From-To


	Course Title
	Qualification Gained

	
	
	

	PAID AND UNPAID EMPLOYMENT (Please indicate where work has been unpaid)

	Start with current/most recent

	Dates

From-To

Include Month/Year
	Employers Name and Address
	Job Title and Responsibilities 
	No. hrs p/wk
	Reason for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Please continue on a separate sheet if necessary

	REFERENCES



	Please supply the names and current business addresses of two referees who we may contact for a reference.   The first one should be from your current or most recent employer (paid or unpaid work).   No approach will be made to your current employer until an offer of employment is made.   If you are unemployed this should be your last employer or if it is your first job your Head Teacher or College Tutor should provide a reference.

	Name
	Address
	Telephone
	Occupation
	

	
	
	
	
	Employment

Paid/unpaid

Delete as appropriate

	
	
	
	
	Employment

Paid/unpaid

Delete as appropriate



	Disclosure of Convictions

	This post will require an Access NI disclosure and additional PSNI security checks.   If shortlisted for interview you will be required to disclose details of criminal convictions which may be verified if appropriate.   Applicants are encouraged to disclose any convictions and the Organisation will consider these on their merits as appropriate.




	EVIDENCE TO MEET THE PERSON SPECIFICATION

The following sections ask you to outline your qualifications and experience in relation to the essential and desirable criteria specified in the Person specification.   It is not acceptable for the applicant simply to restate the criteria by making a statement such as ‘I have experience in staff management’.   

Applicants must clearly demonstrate the nature and extent of that experience – giving examples



	1. Essential Criteria: 

Qualifications and experience: Please identify which of the following options relates to your qualification level and experience.  Outline how your qualifications and experience are relevant to this post: 

Social Work Degree

WITH

At least 6 months in the last 2 years full time experience working in a supportive role with vulnerable adults/families in a residential or community based environment (or part time equivalent)

OR

NVQ Level III/minimum 2 ‘A’ levels at grades A-C or higher/equivalent.

WITH

At least 1 year in the last 3 years previous full time experience working in a supportive role with vulnerable adults/families in a residential or community based environment (or part time equivalent).

OR

NVQ level II/ minimum 5 GCSE/O levels at grades A-C (to include maths and English)

WITH

At least 2 years in the in the past 5 years full time experience working in a supportive role with vulnerable adults/families in a residential or community based environment.
                                                                                                                                                                                                  MAXIMUM 200 words



	2. Essential Criteria:
Knowledge : Please provide information on how you can demonstrate :

· Awareness and understanding of the issues relating to Domestic Violence

· Knowledge of the civil and criminal justice system in relation to domestic violence
· A working knowledge of relevant statutory/voluntary organizations’ and their roles in providing support to
      those living in the community.

· Understanding of the principles of making appropriate Child Protection and/or Vulnerable Adults referrals.
MAXIMUM 200 words                                                                  


	3. Essential Criteria:
Knowledge : Please provide information on how you can demonstrate :

Knowledge of Risk Assessment and Support Planning processes for individuals.    
MAXIMUM 200 words



	4.  Essential Criteria:
Knowledge : Please provide information on how you can demonstrate :

Knowledge of the civil and criminal justice system in relation to domestic violence.  
MAXIMUM 200 words



	5. Essential Criteria:
Knowledge: A working knowledge of relevant statutory/voluntary organisations and their roles in                 providing support to those living in the community.

MAXIMUM 100 words



	6. Essential Criteria:
Knowledge: Understanding of the principles of making appropriate Child Protection and/or Vulnerable Adult referrals.  
MAXIMUM 100 words


	1. Desirable Criteria : 
Qualifications and Experience:   
3rd Level Qualification in related discipline (e.g. youth & community work, housing, social psychology)

· Completion of basic welfare rights training.

· Completion of specialist housing training.

· Previous experience of working in partnership with both statutory and voluntary agencies.

MAXIMUM 150 words



	2. Desirable Criteria : 
Knowledge :  Awareness of the legislative frameworks relating to Domestic Violence

Maximum 150 words


	3. Desirable Criteria : 
Knowledge: Please demonstrate your Knowledge of Supporting People frameworks.
MAXIMUM 150 words                                                                                                                                                                            

4. Desirable Criteria : 
 Knowledge: Please demonstrate your Knowledge of the appropriate use of UNOCINI referrals
 MAXIMUM 150 words                                                                                                                                                                            



	REASONABLE ADJUSTMENTS

Please let us know if you require any reasonable adjustments due to disability to enable you to attend an interview or which you wish us to take into account when considering your application.

Reasonable adjustments are things like sign language interpreters, altering the time of the interview, or making the interview room accessible for you.   If you would like to discuss your disability requirements further please contact the Administrator.



	DECLARATION

I certify that all the particulars given are correct and understand that should any false statement/omissions be made on this form Causeway Women’s Aid Women’s Aid reserves the right of dismissal.  I understand that employment with Causeway Women’s Aid Women’s Aid is subject to receipt of satisfactory references.

Signature of Application ______________________________________________  

Date ___________________

Please return completed form and attachments to the address given on the front page




Ref:  CBSW/APRIL17
Please return in envelope provided.

Private & Confidential

MONITORING QUESTIOINNAIRE
GUIDANCE NOTES:

We are an Equal Opportunities Employer.  We aim to provide equality of opportunity to all persons regardless of their community background, religious belief, political opinion, gender, marital or civil partnership status, family status (including whether they have dependants or not), race, colour, ethnicity or nationality, sexual orientation, age, or whether they are disabled or not.

We do not discriminate against our job applicants or employees on any of the grounds listed above.  We aim to select the best person for the job and all recruitment decisions will be made objectively.

In this questionnaire we will ask you to provide us with some personal information about yourself.  We are doing this for two reasons.  Firstly, we are doing this to demonstrate our commitment to promoting equality of opportunity in employment.  The information that you provide us will assist us to measure the effectiveness of our equal opportunity policies and to develop affirmative or positive action policies.  Secondly, we also monitor the community background and gender of our job applicants and employees in order to comply with our duties under the Fair Employment & Treatment (NI) Order 1998.

We encourage you to answer the questions below.  Your identity will be kept anonymous and your answers will be treated with the strictest confidence.  We assure you that your answers will not be used by us to make any unlawful of unjustified decisions affecting you, whether in a recruitment exercise or during the course of any employment with us.  To protect your privacy, you should not write your name on this questionnaire.  The form will carry a unique identification number and only our Monitoring Officer will be able to match this to your name.

It was noted above that we will not use the information provided by you to make any unlawful or unjustified decisions affecting you.  However, it may be necessary for us to take account of information provided by disabled persons about their disabilities.  We assure disabled persons that we will not do this without lawful justification.  Furthermore, we guarantee that we will use any information provided to us by disabled persons to assist us to comply with our duties under the Disability Discrimination Act 1995, particularly any duty that we may owe to a disabled person to make reasonable adjustments for him or her.

Ref:  CBSW/APRIL17
COMMUNITY BACKGROUND:

Regardless of whether they actually practice a particular religion, most people in Northern Ireland are perceived to be members of either the Protestant or Roman Catholic communities.  Please indicate the community to which you belong by ticking the appropriate box below:-


I am a member of the Protestant community:




I am a member of the Roman Catholic community:



I am not a member of either the Protestant or the


Roman Catholic communities:

If you do not answer the above question, we are encouraged to use the residuary method of making a determination, which means that we can make a determination as to your community background on the basis of the personal information supplied by you in your application form/personnel file.

GENDER:

Please indicate your gender by ticking the appropriate box below:


Male




Female




Note:  If you answer these questions about community background and gender you are obliged to do so truthfully, as it is a criminal offence under the Fair Employment (Monitoring) Regulations (NI) 1999 to knowingly give false answers to these questions.

Ref:  CBSW/APRIL17
AGE:

Please state your date of birth:

Date of Birth:
_______________________________

Or, alternatively, tick the appropriate box to indicate the age band to which you belong:

Age Band:
16-20:



21-30:



31-40:


41-50:



51-60:



61-64:


65 and over:

RACE, COLOUR ETHNICITY, NATIONALITY:

My Nationality is: 

Please indicate your race or colour or ethnic or national origins:
Bangladeshi




Pakistani



Black African




White


Black Caribbean



Black Other


Chinese




Indian


Irish Traveller



Any other (state which):  

Ref:  CBSW/APRIL17
DISABILITY:

Under the Disability Discrimination Act 1995 a person is deemed to be a disabled person if he or she has a physical or mental impairment which has a substantial and long-term adverse effect on his or her ability to carry out normal day-to day activities.  Please note that it is the effect of the impairment without treatment which determines whether an individual meets this definition.

Do you consider that you are a disabled person?


Yes:  




No:

If ‘Yes’, please indicate the nature of your disability by ticking the appropriate box or boxes below:



Hearing impairment:


Visual impairment:

Speech impairment



Mobility impairment:


Learning difficulties:

Severe disfigurement:


Physical co-ordination difficulties:


Reduced physical capacity:


Mental health impairment:

Long-standing or progressive illness or health condition,

Such as cancer, HIV infection, diabetes, chronic heart disease, epilepsy: 

Reasonable adjustments

Are there any reasonable adjustments that we could make that would enable you to enjoy equality of opportunity in our recruitment process or in our employment arrangements?  Please set out below the nature of any adjustments that you may need, or alternatively contact our Human Resources Department directly:    


	


Policy Statement

General principles

As an organisation using Access Northern Ireland to help assess the suitability of applicants for positions of trust, Causeway Women’s Aid complies fully with Access NI’s Code of Practice regarding the correct handling, use, storage retention and disposal of Disclosure Applications and Disclosure information.   Causeway Women’s Aid also complies fully with its obligations under the Data Protection Act 1998 and other relevant legislation pertaining to the safe handling, storage, retention and disposal of Disclosure information

Vision:

Empowering women and children by ending domestic violence and abuse.

Mission:

Supporting and empowering those affected by domestic violence and abuse by addressing the needs of women and children and advocating for societal change.

Values:

	Confidentiality
	We will maintain the confidentiality of our clients at all times providing to do so does not contravene any law or place anyone including the client in danger of significant harm.

	Quality
	We will seek to maintain a high quality of service through all our interactions with our clients, staff and strategic partners.

	Equality
	We are committed to fair treatment to all who seek to access our services and resources.

	Welcoming
	We will ensure that we continue to provide a welcoming organisation to all who seek to avail of our services.

	Openness and Honesty
	We will be transparent in all aspects of our work and honest in dealing with our clients, partners, funders and other stakeholders.

	Trust
	Trust and trust building will be an integral part of all our relationships.

	Integrity
	We will be true to our identity and values and will respect others whose attitude and values may differ from ours.

	Partnership
	We will be true to our identity and values and will respect others whose attitude and values may differ from ours.

	Effectiveness
	We will be true to our identity and values and will respect others whose attitude and values may differ from ours.


PERSON SPECIFICATION

COMMUNITY BASED SUPPORT WORKER
	ESSENTIAL
	DESIRABLE
	VALIDATED BY

	Qualifications & Experience:

Social Work Degree

WITH

At least 6 months in the last 2 years full time experience working in a supportive role with vulnerable adults/families in a residential or community based environment (or part time equivalent)

OR

NVQ Level III/minimum 2 ‘A’ levels at grades A-C or higher/equivalent.

WITH

At least 1 year in the last 3 years previous full time experience working in a supportive role with vulnerable adults/families in a residential or community based environment (or part time equivalent).

OR

NVQ level II/ minimum 5 GCSE/O levels at grades A-C (to include maths and English)

WITH

At least 2 years in the in the past 5 years full time experience working in a supportive role with vulnerable adults/families in a residential or community based environment.

	Qualifications & Experience:

3rd Level Qualification in related discipline (e.g. youth & community work, housing, social psychology)

Completion of basic welfare rights training.

Completion of specialist housing training.

Previous experience of working in partnership with both statutory and voluntary agencies.


	Application Form

	Knowledge:

Awareness and understanding of the issues relating to Domestic Violence

Knowledge of Risk Assessment and Support Planning processes for individuals.

Knowledge of the civil and criminal justice system in relation to domestic violence.
	Knowledge:

Awareness of the legislative frameworks relating to Domestic Violence

Knowledge of Supporting People frameworks.


	Application Form & Interview


	ESSENTIAL 
	DESIRABLE
	VALIDATED BY

	Knowledge Cont.

A working knowledge of relevant statutory/voluntary organizations’ and their roles in providing support to

those living in the community.

Understanding of the principles of making appropriate Child Protection and/or Vulnerable Adults referrals.

	Knowledge of the appropriate use of UNOCINI referrals  


	

	Skills:
Excellent communication skills both written and verbal.

Able to maintain statistical and case load records in an accurate and timely manner.

Able to carry out Risk Assessments and prepare Support Plans for individual service users.

	Skills:

Ability to present reports both written and verbal clearly, accurately and to a standard appropriate for external presentation.
	Interview

	Abilities:

Able to work on own initiative within a framework of collaborative working.

Good time management and organisational skills and an ability to prioritise workload in a crisis.

Ability to network and liaise with a range of voluntary and statutory agencies in an effective manner.

Ability to work as part of a team in the delivery of a holistic service to service users.

Willingness to develop skills and undertake such additional training as appropriate. 

	Abilities:


	Interview

	ESSENTIAL 
	DESIRABLE
	VALIDATED BY

	Attitudes:

To practice in a non-judgmental manner and respect the rights, responsibilities and opinions of others.

To be aware of the importance of maintaining professional boundaries and confidentiality within the working environment.
	Attitudes:


	Interview

	Other Requirements:

Hold a valid driver’s licence and have access to a car (this can be waived in the case of an applicant whose disability prohibits driving, but who is able to organise suitable alternative arrangements which enable them to meet the duties of the post)

Flexible and responsive to the project needs.

Due to nature of the work which involves contact with children and vulnerable adults the candidate will be vetted through Access NI and all references will be taken up

.
	Other Requirements:


	Interview


Short listing will be carried out in respect of the essential criteria but in the case of a large number of applicants we reserve the right to enhance the short listing criteria to include the desirable requirements.


JOB DESCRIPTION

Job Title:
Community Based Support Worker

Responsible to: 
Community Services Manager
Hours & 
Post One: 25 hours per week (Maternity Cover)

Duration
Post Two: 30 hours per week (fixed term to January 2019)

Salary:

£18988.87 per annum, pro rata
Location: 
Causeway Women’s Aid, 23 Abbey Street, Coleraine (with travel across the legacy council areas of Coleraine, Ballymoney & Moyle)
Key Responsibilities:
Provide a range of support services to women who have experienced domestic violence including; advocacy, emotional support, risk assessment and safety planning, personal development work, housing support and support to work with statutory agencies including accompanying to court, LAC reviews etc. 

Specific Duties

Supporting Women
· To respond to requests and referrals for support in a timely and appropriate manner. 

· To identify and respond to the needs of women referred to the project, through:
Carrying out risk assessments
Exploring and discussing options available
Preparing & reviewing support plans

Offering relevant information which will assist women to make informed choices and be self-determining

Supporting women in their informed choices
Safety Planning
Assisting women to access other help and support when needed

Accompanying women on visits to statutory agencies & court and acting as an advocate where appropriate.

To offer self-help guidance for women accessing the service.

· To give practical support and assistance to families to plan for their future needs.
· To signpost women and assist them to access other Causeway Women’s Aid services or external services as appropriate.
· To monitor individual woman’s support needs and review plans regularly to take account of any change.

· To enable women to develop the skills and confidence to manage their own futures and those of their children.
· To contribute to the staff rota covering court support and drop in sessions.
· To maintain statistics and records in line with Causeway Women’s Aid and funder requirements.
Community Involvement

· To support other staff in the preparation and delivery of training sessions to external agencies as required.
· Help to develop good working relationships with all statutory and voluntary organisations both public and private.
· To represent the organisation as required at external meetings and events.
General

· To maintain statistics for all service provision with particular reference to referral sources.

· To deliver services in line with the targets and outputs identified by Causeway Women’s Aid and their funders.

· To assist in the evaluation of service delivery including facilitation of service user forum’s.

· To liaise with external agencies in promoting and publicising the project and the individual services provided.

Policy:
· To ensure that your work adheres to Causeway Women’s Aid agreed Policies and Procedures.

· To keep abreast of Policy and Legislative change in relation to your area of work.

Health and Safety:
· To ensure the organisation’s Health and Safety Policy and Procedures are adhered to and appropriate risk assessments are carried out with recommendations implemented when appropriate.

· To participate in housekeeping duties as required.
Volunteers:

· To promote volunteering within Causeway Women’s Aid and assist in the development of volunteer opportunities within your project.

Team working:
· To participate in the provision of a comprehensive service which is responsive to the needs of women and children.

· To contribute to effective relationships within the team through collaborative working and discussion.

· To respect the roles and responsibilities of all members of the team.

· To participate in team meetings respecting others opinions and differences.

Administrative:
· To accurately maintain the recording and monitoring systems in place and contribute to any future development of such.

· To be aware of the financial constraints of the organisation and to work within agreed project budgets.

External agencies:

· To liaise and consult with statutory and voluntary agencies on behalf of service users as required and appropriate.

· To develop and maintain effective working relationships with external agencies.
Confidentiality:

· To respect the confidentiality of all information received as a result of the post holder’s duties in line with the Policies and procedures of the organisation.
Fundraising:
· To contribute to the fundraising needs of the project/organisation and actively participate in fundraising activities as required.

Training & Supervision
· To prepare for and attend supervision sessions as required

· To provide verbal/written reports as required

· To be aware of your own training needs and to attend relevant training courses in consultation with the Community Services Manager.
· To participate in training programmes aimed at outside voluntary and statutory agencies to promote the work of Causeway Women’s Aid in the field of domestic violence.

· To deliver training to paid and unpaid staff of Causeway Women’s Aid when required.

Any other Duties

· Carry out any other duties that may be required of you and make decisions on any other issues that may arise and would be within your areas of responsibility

· No job description can be considered complete and this job description will be subject to review and may be amended following consultation to reflect any changes that may occur and to meet the needs of the organisation and its service users

April 2017
