Job Description

JOB TITLE:

Women’s Programme Group Support Worker
SALARY:
£17626 p.a. 
LOCATION:
Based at the Pankhurst Centre. Some duties at Probation Trust and other premises around Greater Manchester.

ANNUAL LEAVE:
30 days plus public holidays
REPORT TO:
Centre Manager
Please note that this position is currently only guaranteed until the 31st March 2012, but may  be extended after this date.
Background

The Pankhurst Women’s Centre has worked in partnership with Greater Manchester Probation Trust over the past 8 years to assist in the delivery of accredited programmes for women offenders which form part of a court imposed community order. Since April 2009 we have supported the Probation Trust in the delivery of the Women’s Programme, a nationally accredited programme specifically written for women offenders. 
Main Purpose of the Post
To provide support to the Probation Trust’s Programme staff to deliver the Women’s Programme.

To support women offenders allocated to the Women’s Programme to maximise their attendance and facilitate their engagement in the Programme.

To provide support to women attending the Programme so they may appropriately access other resources and services appropriate to their individual needs.
Functions

1.
Programme Engagement

a)
Receive and process referrals in line with current practice guidelines and timescales. To make contact with women due to attend the Programme to provide motivation and support to start the Programme.
b) Participate in identifying and assessing individuals' support needs, informed by relevant background information.
c) Maintain contact with women where there is a delay to any programme starting.

d) Provide an induction into the premises, its safe use and the facilities available for women to use.

e) Contribute to the delivery of the programme on an agreed basis.
2.
Support


a)
Provide guidance and support to women enabling them to deal with a wide range of issues affecting their lives.

c)
Build effective relationships with women and encourage them to identify and respond to their needs, interests and personal development.

d) Provide support to women by developing and reviewing individual support plans.
f) Encourage feedback from women using the service in order to promote            quality assurance.

g) Signpost women to other services which cannot be provided in house and           to support women in accessing those services.

3.
Liaison

a)
Develop and maintain effective networks with key local agencies and to work in partnership with these agencies to provide a holistic package of support for women accessing services.


b)
Liaise with Local Authorities, Registered Social landlords, Jobcentre plus, DWP, Drug agencies, Health agencies, education and training providers, and other voluntary sector providers to maximise services to individuals.

4.
Organisational Management

a)
Participate in the supervision and appraisal processes.


b)
Participate in meetings as required; for example, team meetings.


c)
Participate in training and development activities for teams and individuals.

5.
Administration

a)
Maintain accurate up to date records of work with women accessing the service.

b) Contribute to monitoring procedures.
c) Maintain accurate records of attendance and relay this information to appropriate Probation Trust staff at the start of each session.

d) Reimburse travel expenses to programme participants in line with Probation Trust guidelines and maintain relevant records.

6. Session support

a) Ensure that relevant rooms are clean and set up prior to use.

b) Provide a reception facility to greet women as they arrive and provide appropriate refreshments.

c) Receive any telephone calls that Trust staff may receive whilst in sessions and relay messages as appropriate.

d) Undertake general administrative tasks on behalf of the Programme facilitators as and when required.

e) At the end of sessions communicating with the Programme facilities to pass on any messages and relay any issues or problems.

f) Ensure appropriate crèche facilities are available. 
7.
Equal Opportunities

Promote equality of all individuals in line with the Centre’s Equal Opportunities policy.

8.
Other Duties
Participate in other duties as may be required at the responsibility level of this post.

	Person Specification – Women’s Programme Support Worker


	
	Essential
	Desirable
	Method of Assessment

	Experience
	· Delivery of services for women

· Experience of working with people in a support role

· Experience of working with offenders

· Knowledge and understanding of the range of issues faced by women offenders and those at risk of offending

· Experience of case management and recording


	
	Application Form, Interview, references

	Personal skills and attitudes
	· Empathy with client group

· Effective communication skills

· Flexibility, imagination and adaptability to meet the changing needs of the programme

· Highly developed organisational skills

· Ability to use own initiative

· Effective team working

· Good administration skills

· Ability to manage own time and work to specified deadlines

· Commitment to personal development

· Effective IT skills


	· Report writing

· An understanding of the particular problems faced by women offenders with dependants

· Experience of outreach work

· Knowledge of child protection issues


	Application Form, Interview, references

	Personal Skills and attitudes
	· Flexibility in working hours, with possible evening and weekend work

· Satisfactory Enhanced Criminal Records Bureau Check

· Commitment to the ethos and values of the Pankhurst Centre

· Commitment to understanding and upholding the aims and objectives of Greater Manchester Probation Trust.

· Commitment to maintaining confidentiality whilst assessing risk and passing on information as appropriate.

· Commitment to maintaining and working in a safe environment.

	
	Application form, Interview, References.


