
Job Advert

The Booth Centre, Senior Project Worker (maternity cover)
The Booth Centre is an innovative, activity based day centre for homeless people in Manchester.  The Centre works with homeless adults with alcohol, drug and mental health problems providing advice, support, a full range of activities, a training café, a daily job club and support to move onto education, training and employment.  

We are looking for an enthusiastic, reliable, energetic, flexible, creative and proactive Senior Project Worker who will be responsible for running activities, organising volunteer work placements and supporting people to move on to employment, education, training or voluntary work in the community.

This is a senior position in the organisation with corresponding responsibilities and we hope to recruit someone with suitable experience. 
Salary £25,727  + 10% pension

Closing Date For Applications 
12noon on 21st November 2014
Interview Date 2nd December
The successful applicant will be subject to an enhanced DBS check

An application pack can be downloaded from our website www.boothcentre.org.uk 
or send a first class A5 SAE to The Booth Centre, Edward Holt House,  Pimblett Street 

Manchester M3 1FU
Funded by the National Lottery through the Big Lottery Fund 

Charity Registration No. 1062674
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Thank you for your interest in our current vacancy.  We are advertising for a Senior Project Worker at the Booth Centre.  This is a central job in the organisation.  We are looking to appoint someone who can show commitment and enthusiasm, can take responsibility and will be reliable.  It is a varied job, which combines running and supporting activities, overseeing our café, recruiting/training/supporting volunteers and enabling people to move on and take up employment, education, training and voluntary work in the community.  
Current activities, which you would be supporting, include singing, woodwork, art and keep fit.  We also have a large garden and have a gardening project where we grow vegetables and flowers and where we run sports activities including table tennis, boule and basketball.  You would also take a lead in organising our Theatre Company with our partner The Edge.  This includes weekly drama and singing workshops, visits to see plays at the Royal Exchange, painting scenery, bi-annual performances at the Booth Centre and the organisation of front of house volunteers for these events.  Some of the workshops are facilitated by the Senior Project Worker and some are supported by this worker but facilitated by a sessional worker, whom the Senior Project Worker manages.  

We have a catering standard kitchen where people who use the Centre will undertake work placements and work towards catering qualifications and provide breakfast for around 60 people and lunch for 50+ people each day.  You will manage our Kitchen Supervisor and cover this role when the kitchen supervisor is on leave.
The post holder needs to be confident in using windows based applications including word processing and spread sheets.  They will need to have experience in delivering training courses, as training volunteers is a key part of the role.  They will also be expected to promote the project both internally and externally, including giving occasional talks.  There is also some practical work in relation to running the centre, including cooking and cleaning.
The core hours of work are 8am to 4pm Monday to Friday, however there are some evenings and possibly the occasional residential activity you would need to work and time off in lieu would be given.  It is a requirement that you are able to work on Christmas day from 2015 onwards (in case this post is continued) and an additional day’s holiday will be given.

Specific qualifications such as social work are not a requirement; rather we are looking for someone with the right experience, attitude and approach.  Applications from people with past personal experience of homelessness are welcome.  We would also welcome applications from people who can speak an Eastern European language as well as having excellent English, as over 40% of people using the Booth Centre are from Eastern Europe.
This is a temporary maternity cover position.  The salary is £25,727 + 10% employer’s contribution to a personal pension scheme.  There is 25 days holiday + bank holidays or time off in lieu for bank holidays worked.

The closing date is Friday 21st November 2014 at 12 noon.  We will notify applicants that they have been short listed by Wednesday 26th November.  If you have not heard from us by this date you can assume your application has not been successful.

Short listed candidates will be required to spend a morning in the centre, from 8am to 1 pm, the dates for these visits are between 25th November and 1st December.  The aim of this is for the candidates to see the centre in operation and to talk informally to the people who use the centre, volunteers and staff.  This is part of the selection process.  There will also be a short computer test on the day of the visit.  The interviews will be held on Tuesday 2nd December and candidates will be required to make a presentation, as well as having a formal interview.  

You can find out more about the centre from our website www.boothcentre.org.uk.

Booth Centre, Senior Project Worker Job Description
Job Title

Project Worker
Scale


£25,727
Pension

10% contribution to personal pension

Hours


40 Hours per week (core hours Monday to Friday 8am – 4pm, 


occasional evenings/residential and Christmas Day with time off 


in lieu)

Contract

Maternity Cover
Responsible to 
Project CEO
Responsible for
Kitchen Supervisor, Sessional Workers, volunteers
Main Purpose
To facilitate the Booth Centre’s activity and volunteer programme and support people to move on and take up employment, education, training or voluntary work. 
Main Tasks
· To support, facilitate and run activity sessions

· To ensure the smooth running of the training kitchen

· To manage and support volunteers and volunteer work placements.
· To support people to move into employment, education, training or voluntary work.
· To provide advice and support to people using the centre
· To assist in the management of the centre and the programme of work.

Activity Sessions

1. To run and support activity sessions (including the training kitchen) meeting required targets
2. To promote the programme of activities, both internally and externally, including giving talks.

3. To monitor and evaluate the programme
4. To recruit, train, supervise and support volunteers and students
Advice and Support

1. To provide advice and information to people as required

2. To make appropriate referrals

3. To support people to move on and take up employment, education, training and voluntary work in the community, meeting required targets

4. To keep accurate case records

Operation of the Centre

To assist in the management of the centre and the programme of work, particularly;

1. To ensure the security of the volunteers, staff, the centre and the centre users

2. To ensure adequate staffing levels at all times.

3. To ensure health and safety and hygiene standards are adhered to

4. To ensure that the centre is run in accordance with polices and guidelines.

Administration and Finance 

1. To carry out administration for the project, including keeping accurate case files, operating the petty cash and other financial systems, producing publicity, using databases, spread sheets and word processing.  
Evaluation and planning

1. To maintain records and monitoring systems.

2. To carry out an evaluation and planning process, which must include participation by the volunteers and by people who use the centre.

3. To produce reports as requested.

4. To assist in the development of the project, within the overall objectives, in consultation with the management and in response to the needs of the volunteers and people who use the Centre.
General 

1. To attend regular supervision sessions.

2. To attend weekly staff meetings.

3. To attend other meetings as requested by the CEO
4. To undertake any other duties as requested by the project co-ordinator

5. To carry out the above duties in a way which accords with the centre’s policies and practice, in particular to show commitment to equality of opportunity
Booth Centre, Project Worker Person Specification

Skills and Knowledge

· An understanding of good practices in working with volunteers
· Group work and facilitation skills

· Be able to organise and prioritise your work

· Be able to work as part of a team

· An understanding of the principles of user involvement

· Excellent verbal and written communication skills
· Computing skills, including word-processing and ability to use windows applications.
· Willingness to work within policies and guidelines.

· An understanding of the principles of equal opportunities.

Experience

· Experience of working with homeless people and/or people with alcohol, drug and/or mental health problems or other vulnerable groups
· Experience of supporting people with support needs to gain employment or access education, training or voluntary work.
· Experience of managing and training volunteers and/or students on placement
· Experience of facilitating activities.

· Experience of providing advice and support to individuals.

· Experience of catering and managing premises.

· Experience of word processing and using spread sheets.
· Experience of developing a small project.

Work Related Circumstances

· Willingness to work the core hours (Monday to Friday 8am to 4pm), and to be punctual and reliable

· Willingness to undertake practical tasks including cleaning, preparing and serving food and lifting.

· Willingness to attend occasional residential, evening or weekend activities and to work on Christmas day (2015 onwards).
Application for employment

Post 

Senior Project Worker

Closing Date
Friday 21st November 12 noon 
Applications can be emailed to Amanda@boothcentre.org.uk and receipt will be acknowledged or sent to the Booth Centre - if you are short listed you will be asked to sign the application at the interview or they can be posted to the Booth Centre.
1. Personal Information

	Surname


	

	Other Names


	

	Address 

where we can write to you


	

	Contact Telephone numbers

Daytime

Home
	

	Email address


	


2. Employment History

Please give details of past and present work.  This can be paid work, voluntary work or work at home.  Start with the most recent.

	Details

Including employer, job title, main areas of work and reason for leaving.
	From
	To  

	
	
	


3. Qualifications

Please give details of your qualification (Academic and /or professional)
	Date
	Qualifications
	Level

	
	
	


4. Training

Please give details of any training you have undertaken – including short courses.

	Date
	Details

	
	


5. Start Date

	When would you be available to start?

	


6. Supporting Information
Please use this space for additional information in support of your application.  Try to show how you meet the criteria outlined in the person specification.   You may make this section a maximum of 2 A4 pages (any additional information will be deleted before it is given to the selection committee), minimum font size12pt.  
	


7. References

Please give the names and addresses of two people to whom references can be made.  Please indicate the capacity in which they know you.  One referee must be your present or last employer.  References will be taken up for all short listed applicants before the interviews.

	Name


	

	Address


	

	Telephone No.


	

	Email address


	

	Relationship to you


	

	Name


	

	Address


	

	Telephone No.


	

	Email address


	

	Relationship to you


	


8. Criminal Record
This post is subject to an enhanced DBS check as it will involve work with vulnerable adults.  Disclosure of convictions will not automatically discount you from interview or appointment.  

	Do you have any convictions?

If yes – please attach a file marked “Amanda Croome - private and confidential” detailing the convictions(s) together with any information which you believe relevant and attach it with your completed application form.




9. Declaration

I confirm that the information given on this form is true and correct to the best of my knowledge and belief.

	Signed


	Date
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