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JOB DESCRIPTION    
PROJECT:


Stronger Together

LOCATION:


working from home





to cover Southern, South Eastern and Belfast 





Health and Social Care Trust areas

JOB TITLE:


Project Officer 
HOURS:
Part Time (18 hours per week) Hours will be agreed to best meet project aims

SALARY:


£24,000 - £25, 500 per annum, pro rata
CONTRACT:


Two year fixed term (funding dependant)

REPORTS TO:
Chair, Northern Ireland Rare Disease Partnership (NIRDP)
ACCOUNTABLE TO:

Board of Directors, NIRDP
ROLE DESCRIPTION

The project officer will support the Board of NIRDP in achieving their vision- that no one in NI is disadvantaged because of the rarity of their health condition. 

Project officer role will be part-time, home based, and focussing on particular Health & Social Care Trust areas. 

This 2 year pilot project, will work to build capacity within and across the rare disease sector and help to identify development areas for the future.

The Partnership is collaborative in nature with a small resource base. It is reliant on members and partners for the delivery of its workplan and the role therefore requires the building of effective working relationships for success.

Responsibility: Each officer will build up knowledge and support in their areas, linking with health & social care and other voluntary organisations. The project officer team will be first point of contact for people living and working with rare disease.  The project will provide practical advice, signposting, peer support and volunteering opportunities. It will also work to improve networking, partnership engagement and seek to influence relevant policy. 
The officer will work within defined processes and procedures and may have delegated responsibility for certain tasks. Will develop and deliver events, survey, audits and undertake reporting on behalf of NIRDP. No budgetary responsibility, will have assigned targets. No line management responsibility, may supervise volunteers. 
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FUNCTIONS AND TASKS
1. Planning
1.1
To develop and maintain a high awareness of the needs and experience of people living with rare diseases in Northern Ireland and to ensure that organisational plans are fully informed by this.
1.2
To support the Board in devising and delivering a comprehensive two-year Operational Plan for the Stronger Together project.
1.3
To contribute to service improvement, governance and quality processes.

2. Project Management
2.1
To deliver and continually develop the Stronger Together project within agreed Trust areas.
2.2
To develop effective partnerships and collaborations with and between all stakeholders for the successful delivery of the project.
2.3
To work to identify and engage those affected by a rare disease, and ensure a range of appropriate services are available to them. 
2.4 Assist in the development of the project through gathering and analysing data.
3. Advocacy and Signposting

3.1
To raise awareness of the service

3.2 
To provide individual advocacy and support for people and families affected by rare diseases.  Empowering and involving service users as much as possible in decisions that affect them.

3.3 To work with members and partners to devise and implement effective signposting services for people and families affected by rare diseases to appropriate resources.
3.4 Achieve positive outcomes for service users or redirect appropriately.

4.  Training

4.1 
To work with members and partners to develop appropriate peer support/ advocacy training for those impacted by rare disease.
4.2 
To deliver/support the delivery of such training, as agreed.
4.3 
To give presentations & lectures on issues regarding rare disease as required.
5. Events

5.1
To devise and deliver a series of events to raise awareness, support individuals and groups, and encourage relationship building. These will include rare disease day events and regional forums.

5.2
To ensure that NIRDP is appropriately represented at events and conferences run by HSC, and other organisations.

6. External Relationship Management 

6.1
To work with the Board on the development of relationships at national, regional and local level including with elected representatives, public officials, clinical and social care professionals, education and training organisations, research organisations, private sector organisations (including the pharmaceutical industry), donor organisations, the media and the voluntary and community sector.
6.2
To devise and implement ways of working which ensure an ongoing organisational knowledge and experience of the needs of people affected by rare diseases in Northern Ireland.
6.3
To represent the Partnership when required to all interested parties, including the media and elected representatives.
7. Governance
7.1
To support the Board of Directors in ensuring good governance and that NIRDP delivers on any and all statutory and legal obligations placed upon it as an independent charity operating in Northern Ireland.
7.2
To provide regular reports as requested to the Board of Directors.
7.3
To support the Board in delivering the Annual General Meeting.
7.4
To support the Board in the production and submission of a set of annual accounts.
8. Self-Management
8.1 Take responsibility for implementing the policies, procedures and protocols of the organisation.

8.2 Take responsibility for personal safety in and out of the office in accordance with the organisation's Safety Policies.

8.3 Carry out project related paperwork such as client contacts, referrals, diaries, time sheets and others as may be required.

8.4 Participate in the support, supervision and appraisal process.

9. Other

9.1
To be willing and able to travel, particularly within the UK and Ireland, to achieve the aims of the project.
9.2
To be willing and able to work flexibly in terms of hours including evening and weekend working.
9.3
To maintain the principles, values and ethics of the Partnership at all times and to behave in a manner that reflects positively on the Partnership.
Note
This job description is not definition or restrictive and may be modified to reflect the changing needs of the organisation. 

PERSON SPECIFICATION

Qualifications

Minimum of 5 GCSEs, grades A*-C to include Maths and English, with not less than 3 years’ experience of supporting people with heath or social care needs, in a voluntary, personal or paid capacity.
Essential Criteria
· Not less than three years’ experience in either the voluntary/community sector or health and social care

· Demonstrable experience of:
· Supporting, signposting and advocating in a client support role
· Promoting and increasing take up of services 
· Identifying and building networks to develop broader support 

· Delivering training at a range of levels to meet client’s needs

· Data collation relating to service delivery & outcomes 

· Production of well written internal and external reports for quality and audit purposes

· Contributing to policy development
· Using standard office IT systems, internet & email
· Full driving licence and use of a car.   (The Partnership is aware that some persons with disabilities may not be able to hold a driving licence.  If this is the case, please demonstrate how you can fulfil the mobility requirements for the post for which you are applying).  
Enhanced Criteria

· Practical knowledge and experience of issues affecting those with a rare disease

· Qualification in health, community, education or other relevant topic

· Valid Access NI, Enhanced Disclosure and barring check.

The selection panel reserves the right to enhance the short-listing criteria in order to facilitate manageable shortlists.
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Knowledge and Skills Required: 

· Experience of developing and managing the provision of events, survey, audits and baseline reports in the sector, or similar 

· Good team worker, flexible and adaptable, a self-motivator 
· Able to respond to varying projects and responsibilities and effectively organise and prioritise their caseload
· Good presentation skills 

Qualities/Attributes

· Have sound judgement with the ability to work independently, use own initiative, and make contributions within a team 

· Excellent interpersonal skills, an ability to listen and communicate effectively both verbally and in writing.

· Highly effective communicator with multiple stakeholders 
· Commitment to a collaborative/partnership model of working

· Empathic and effective advocate for people
· A warm, respectful and supportive approach to service users, families and colleagues
· Have a mature attitude and apply common sense approaches, especially in respect to boundaries and difficult situations

VALUES AND BEHAVIOURS (condensed) 
We demonstrate:

Commitment – by providing a high standard of service to our clients in a professional manner at all times
Integrity - in all we do and encourage others to do the same 

Proactivity – by being flexible, adapting to changing environments and seeking to continually improve our service
Respectfulness – by listening to others, paying attention to their needs and protecting their right to privacy 
Responsibility - by making decisions that are accountable, consistent and transparent 
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