Job Description- 

Title:



Advice/Advocacy Coordinator 
Location:


Falls Women’s Centre





173 Falls Road





Belfast

Salary:


Scale SO1 Pt23 £30,151



Responsible To:

Director
Main Duties

This worker will coordinate the Specialised women only Advice/Advocacy, Health and Wellbeing Department. They will work to promote a community development approach to all aspects of the work of the Falls Women’s Centre promoting a greater understanding of the impact of all forms of violence, poverty and lack of opportunity on the lives of women. The coordinator will work to promote the End Violence Against Women and Girls Strategy.
Service Delivery

1. To work with families in crisis and families needing to access advice and advocacy services 

2. Ensure the provision of a safe, welcoming and caring environment within the Advice/Advocacy and Family Support unit ensuring confidentiality at all times.
3. To provide one to one sensitive and non–judgmental support to individual women who are most affected by violence and abuse enabling them to regain control and self-esteem.

4. To offer information to enable informed decisions to be made in relation to medical care, forensic examination, and supporting a criminal prosecution using effective communication skills. 

5. To refer clients to other relevant agencies when appropriate and negotiate on behalf of clients with relevant statutory, voluntary and community agencies. 

6. Provide welfare benefits advice and support to clients, including filling in forms, telephone enquiries and accompanying clients to interviews. 
7. To coordinate and maintain a sound knowledge within the department of all relevant statutory and legal provision that impinges on women and children with emphasis on families affected by domestic & sexual abuse.

8. To ensure staff in the department are trained in relevant policies and are aware of current legislation.
9. Maintain a sound working relationship with Solicitors, Courts, Domestic Violence Unit, Social Services, CPN, and Housing Executive and other such organisations as necessary and make representation on behalf of clients when and where appropriate
10. To accompany clients to court, solicitors, hospital/doctors as appropriate.
11. To encourage and assist in the establishment of self-help groups.

Administration

1. With the Managing Director develop relevant policy and procedures and review service targets.
2. To network with and attend meetings of relevant community, voluntary and statutory agencies as determined by Managing Director and Management Committee.                      .

3. To work closely with the Counselling Administrator progressing women into Falls Women’s Centre counselling and complimentary therapy services.

4. Work closely with the education and training department signposting clients to training and education courses, stress management and/or personal development classes as appropriate.

5. To coordinate, maintain and review an accurate up to date database of client records. 

6. Review client data with a view to highlighting the key issues which impact on the lives of women and develop strategies to empower women to cope with the effects of these issues.

7. To coordinate, maintain and revise a data base of all relevant agencies and all other relevant information. 

8. To liaise with Managing Director and Communications Officer to promote the work of the Advice, Advocacy and Family Support Unit in public relations exercise including issuing press releases, advertising, leaflets, information days etc.   
9. In conjunction with the Managing Director identify and source funding for the department

10. To present a written report including statistical analysis on relevant issues to Management Committee as agreed. 

11. To present statistical information to Managing Director as required

12. To follow Falls Women’s Centre lone policy procedures ensuring safe working of self.   
Staff 
1. To manage and supervise a small team of staff and volunteers on a day-to-day basis. 
2. To ensure the department is staffed at all times.

3. To supervise all monitoring and evaluation against targets and outputs.

4. To provide home visits to clients unable to attend the centre while maintaining a service in house. 

5. To work with the Managing Director in organising team meetings to support the staff team and develop the work of the department.

6. To organise specialised training for staff and volunteers. 

7. To ensure the Advice and Advocacy department is clean, welcoming and friendly at all times.

8. To follow Falls Women’s Centre lone policy procedures ensuring safe working of self.   

The duties and responsibilities in this job description are not restrictive and the post holder may be required to undertake any other duties which may be required from time to time.  Any such duties should not, however, substantially change the general character of the post
Candidate Specifications and Essential Criteria.
· A minimum of 3 years experience working in a community setting providing support, information, and advice to individuals or client groups.

· 1 years’ experience of staff supervision.

· Level 3 Health & Social Care 

· A working knowledge of I.T. applications.
· 1 years’ experience of staff supervision

· A demonstrable understanding of community development principles.

· A demonstrable understanding of the many causes of poverty and the long-term effects on families and communities in Northern Ireland.

· A high level of both written and verbal communication skills.
· A demonstrable knowledge of the statutory and voluntary sectors in relation to advice service delivery.

· An understanding of and a commitment to confidentiality.
· Ability to work under pressure.
· Ability to work on own initiative and as part of a team

· Flexibility to work evenings.

Desirable Criteria

· 1 Years experience of working with a disadvantaged community.
· Experience of negotiating in a variety of settings.
· Experience of funding applications

