                      Re: Roma Aspiration Project Worker
(Ref: RoM 29)










Date: 12/09/11
Dear Applicant,

Thank you for your interest in the above post.  Enclosed is a pack containing:

1. Background Information (for the RSG’s latest Annual Report, please call 07949 089 778 or see our website)

2. Job Description

3. Person Specification

4. Application Form

5. Equal Opportunities Monitoring Form

6. Rehabilitation of Offenders Form

To help us with the selection process, please send your completed application form along with all other relevant information that has been requested, to the address shown below and on the front of the application form or email to sylvia@romasupportgroup.org.uk  Please note that the deadline for completed applications is Monday 03/10/11, 5pm.  Applications received after that date will not be considered. I would also like to stress that we do not accept CVs. 

Interviews will be held at the Roma Support Group’s office in Canning Town.   You will be informed by telephone if you have been short listed, therefore could you provide us with daytime and evening telephone numbers.  If you do not hear from us, please assume that your application has not been successful.  Unfortunately, we cannot reply to those that have not been short listed.
I wish you every success with your application and thank you for your interest in the Roma Support Group.








Sylvia Ingmire







        (RSG Co-ordinator/ CEO)

Please send your completed application forms to: Recruitment Panel, Roma Support Group, P.O. Box 23610, London E7 0XB   or email to sylvia@romasupportgroup.org.uk clearly stating the subject: 
JOB APPLICATION 
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Job Description

Title:



Roma Aspiration Project Worker

Location:                               L.B. Newham & L.B. Hammersmith & Fulham, London 

Responsible To:

Chief Executive Officer (CEO)

Purpose of Job:

You will be supporting Roma refugees and migrants 


between the ages of 8 – 18 years.  You will be required to deliver education advocacy and run after-school activities, which will enhance their confidence and raise their aspirations.

Job Reference:                       RoM 29 

Hours:


 35 hours per week

Salary:


£24,934 per year inc: LW & 5% pension

This post is funded by BBC Children in Need for three years (3 days per week) and the Tudor Trust  for two years (2 days per week).
Context of the Job

The Roma Support Group is a registered Charity and a Company Limited by Guarantee. The organisation was established in 1998 in order to improve the quality of life of Roma refugees and migrants. At present the organisation delivers the following projects and services: a/ Advocacy for Roma Elder People; b/ Advocacy & Campaigning Project for Young Roma; c/ Roma Art Development Project; d/ Sport Activities; e/ ESOL classes for Roma adults; f/ Promoting Understanding of Roma Culture through publishing and disseminating resources; g/ organising concerts, festivals and exhibitions; h/ interviews to press and contributions to academic research and policy; i/ delivering Roma Culture Workshops in schools; j/ organising conferences and seminars. 

The need and demand for our work is reflected in our casework statistics. At present we provide assistance to over 860 Roma families from Poland, Czech Republic, Slovakia, Romania, Lithuania, Balkan countries, etc. Our centres are located around high concentrations of Roma people in the London Borough of Newham and Hammersmith & Fulham. 

. 

The Roma Aspiration Project Worker will join our team of other workers (CEO, Financial Officer, Advice & Advocacy Workers, Casework Supervisor, Young Roma Advocacy & Campaigning Worker, Art Development Worker, etc). S/he will be line-managed and supported by the CEO and will collaborate closely with all members of the Roma Support Group’s staff, as well as volunteers. 

Job Outline
The Roma Aspiration Project is a scheme which will enable Roma children and young people, age 8 – 18 years to access mainstream education, enhance their educational attainment, explore opportunities, develop new skills and integrate with the host society while combating exclusion and marginalisation.

You will be responsible for delivering 1-2-1 advocacy in the field of education and develop our existing programme of after-school activities for Roma children and youth. (e.g.: sport, visual art, music, drama).

You will continue to consult children and young people, while involving them in the management and delivery of the project’s activities.

You will also network and co-operate with other local agencies (statutory and voluntary) in delivering activities for Roma children and youth.

The post holder will be expected to work as a member of a team under the overall supervision of the line manager/ CEO. However, you will be expected to perform many of the duties outlined below independently and work on your own initiative.




Main Duties and Key Responsibilities
1. Supporting Roma Children and Young People:
· You will provide advocacy related to education for Roma children and young people, age 8 - 18 from London boroughs, mainly: Newham, Waltham Forest, Redbridge and Hammersmith & Fulham.

· You will support Roma children and young people with registration and transition to primary, secondary schools, colleges and vocational training.

· You will address truancy, challenging behaviour and school exclusion of Roma children, as well as supporting them by registering permanently excluded children in alternative education.

· You will support Roma children and young people who are subject to anti-Gypsy racism and bullying in schools and the neighbourhood. 

· You will facilitate access of Roma children and young people to welfare provisions, such as free meals, etc.
· You will refer Roma children and young people to after-school activities organised by the project and/ or other local community centres and youth clubs.

· You will outreach and assess the needs of Roma children and young people, who are considered to be high risk and/ or who have multiple needs (disability, mental health, SEN, NEET, involved in criminal justice law, drug misuse, etc) in order to establish and mobilise a network of support including Education Welfare, Child Protection Officers, probation officers, Social Services, health professionals, counselling, drug/ alcohol related agencies, etc.

· You will make internal and external referrals of particular vulnerable beneficiaries to specialist services and establish mechanisms to follow their progress. 

· You will mediate and liaise with Roma parents in relation to the education of their children, i.e. helping them with school appeals, reading/ translating school reports, informing about other specialist support, etc.

· You will run and co-ordinate after-school activities of beneficiaries’ choice in East London (Newham) (e.g. football, visual art, dance/ music, drama, etc.), as well as organising seasonal group activities and educational outings.

· You will also set up regular meetings with the beneficiaries, collecting feedback in order to develop and manage the project and individual activities.

· You will support the beneficiaries of the project by encouraging them and referring them to mainstream training providers so they can continue to develop their skills and fulfil their potentials.

· You will implement a follow up strategy for all beneficiaries, who drop out from our activities, ensuring that they have the support which they require and encourage them to participate in our programme if appropriate.

· You will be responsible for carrying out a Risk Assessment before every new activity and ensuring it is reviewed and agreed by the line manager/ CEO.

· You will be responsible for carrying out Health and Safety checks of venues where the activities take place and you will instruct the football coach and volunteers to do the same in your absence.

· You will ensure that every beneficiary has got a regular updated emergency details form and that all this information is appropriately kept and accessible when needed.

2. Recruiting and Training Volunteers:
· You will outreach and recruit volunteers for the project, encouraging volunteering amongst our former project’s beneficiaries through induction sessions, in-house training, referrals to external training, regular supervisions and on-going support.

· You will match skills of volunteers with lines of development of the project, particularly encouraging volunteering from Roma community members, who are accomplished professional musicians and dancers.

· You will ensure that all sessional staff and volunteers have CRB disclosures before they start their work with children.

· You will ensure that all sessional staff and volunteers receive up-to-date Child Protection and First Aid training.

3. Other Project – Related Duties:
· You will review the workplan, targets and aims, as well as provide regular quarterly reports to the line manager/ CEO, Project Steering Group and MC.
· You will be responsible for administrative aspects of the project including finding venues for activities, liaising with Centre Managers or their administrator.
· You will establish and systematically implement the monitoring of your project, ensuring that all information regarding individual beneficiaries is kept confidential.
· You will be required to monitor and evaluate your work and the project’s progress on a regular basis and write reports to funders, the MC, Project Steering Group, our website, Annual Report, etc., when necessary.
· You will be responsible for establishing, running and administrating the Project Steering Group, which will meet four times per year and whose aim is to oversee the development of the project.
· You will be responsible for networking with other statutory and non-statutory organisations in order to: a) advocate for the beneficiaries; b) develop the project; c) promote an understanding of Roma children and youth amongst external professionals.  To this effect you will attend meetings and conferences, etc.
· You will take part in training and courses, which will be relevant to your work (Child Protection, First Aid, etc.).  You will discuss your training needs with the line manager/ CEO.

4. General Responsibilities:
· You will be administratively self-sufficient in terms of writing your letters, leaflets, reports, etc.

· You will be attending the Roma Support Group’s staff meetings, supervisions with the line manager/ CEO, AGM’s, Policy Days, etc.

· You will adhere at all times to the Roma Support Group’s Equal Opportunities Policy, Outreach Policy, Health and Safety Policy, financial procedures and other procedural guidelines.

· You will carry out any reasonable duties compatible with the post assigned by the line manager/ CEO;
· You will liaise with other staff members of the Roma Support Group and         external agencies to ensure appropriate exchange and co-ordination of activities;

· You will assist with all aspects of running the office when there is inadequate cover. 



         Special Conditions
· You will be working some unsociable hours (after-school hours).

· You will travel regularly to venues based in L.B. Newham, Hammersmith & Fulham and other parts of London.

· You will work occasionally outside of normal hours, especially if you organise or participate in a sporting event.  Extra hours worked will be compensated by time off in lieu.




Additional Information
· Because you will be working with vulnerable children and young people, you will undergo a CRB disclosure before you commence your work.





Terms and Conditions
1. Salary:  £24,934 inc: LW & 5% pension

2. Hours of Work:

· 35 hours per week excluding lunch meal breaks;

· Hours of work will be fixed but with some flexibility and will exclude meal breaks;

· The project worker may have to work occasionally outside of normal hours due to the vagaries of the job. Extra hours will be compensated by time off in lieu. You must inform the line manager/ CEO prior to undertaking any overtime for which you wish to be compensated by time off in lieu.

3. Location:
You will be based at the main office in Canning Town (L.B. Newham) but you will regularly attend and supervise the project’s activities which will be based in various centres in East London. You will also travel regularly to the RSG’s outreach office in Hammersmith & Fulham. 

4. Annual Leave:

The allowance for the full leave for a full time worker (working 35 hours per week) is 24 working days per year plus public holidays that fall upon the days that the worker would normally work. Your annual holiday entitlement is 24 days in the first two years and 14.5 days in the last year. 

5. Probation Period:

All appointments are subject to a six-month probationary period.

6. Notice Period:
The notice period required to be given by either side is not less than 4 weeks and it must be done in writing.

7. Pension Scheme:
The Roma Support Group does not belong to a pension scheme, but the Project Worker is offered a 5% contribution towards his/her pension.

PERSON SPECIFICATION

Job title:    Roma Aspiration Project Worker
Criteria                                   Essential Requirements           Desirable Requirements                                                                                 Requirements

	Experience 
	· At least 2 years of experience of supporting and advocating vulnerable children and youth, who are dealing with complex and sensitive issues;

· Experience of monitoring, collecting and analysing data and project evaluation;
· Experience of working closely with other agencies and developing appropriate support services;

	· Experience of working in a 
       multicultural environment;

· Experience in volunteer supervision  and project development;



	Knowledge 
	· Knowledge of the British education system and latest governmental legislation  related to education;

· Knowledge and empathy with issues affecting Roma refugee and migrant children and young people;

· Knowledge of legislation related to refugee and migrant children and young people;

· Knowledge, awareness and

understanding of Roma culture.


	

	Skills and Abilities
	·         Ability to establish a trust                

             relationship with

             vulnerable children and
             young people;

· Ability to communicate complex information clearly to children, young people and their parents;

· Listening to others and       working in a non-judgmental way;

· Ability to communicate 
               cross culturally and 

               in a variety of settings;

· Demonstrate good verbal and written communication skills in English, relevant to writing reports and presenting information in an easy to read way;

· Ability to cope with and resolve stressful situations and deal with conflicting demands and priorities;
· Ability to follow procedures; keep clear and concise case records and to be administratively self-serving.
	· The ability to design and produce publicity materials; 

· Fluency in Romany, Polish or other East European languages is desirable but not essential;
· Ability to support and motivate volunteers
 

	Qualifications
	· To be educated to degree standard or equivalent and/or demonstrate considerable experience and ability in the skills listed


	· Teaching qualifications in any of the following: Art, Music, Drama, Media and other relevant training, i.e., Conflict Resolution, Drug Misuse, Anger Management;

· Child Protection Training; 

· First Aid Training;

· Clean Driving License



	Relevant Personal Characteristics 
	· Excellent communication skills;

· Motivation, drive and

        imagination; 

· Use tact and professionalism in dealing with people;

·   A flexible approach and ability        

        to work creatively in more      

        or less structured situations;

       A sense of humour!
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APPLICATION FOR EMPLOYMENT
This form will be photocopied, so please type your answers or write clearly in black ink using block capitals.  Please use the same size (A4) paper for any additional pages.

Please return the form to:  

The Recruitment Panel, Roma Support Group, P.O. Box 23610, London  E7 OXB or email to  sylvia@romasupportgroup.org.uk     

Please read the guidance notes for applicants before completing this form.

Post Applied For (Ref No)    RoM 29 
How did you find out about the post?  ..................................................................................

________________________________________________________________________

1. PERSONAL DETAILS

Surname ............................................ First Name(s)   ..........................................................

Address .................................................................................................................................

....................................................................................Post Code:………………………….

Tel. No:  Home........................................

Work
    ............................................


  Mobile………………………..

Please tick if it is not convenient 






            for us to contact you at work  (


2. REFERENCES
Please give the details of two referees, not relatives, the first of which should be your present or most recent employer.  Please note that referees may be approached prior to interview, so please indicate if this is a problem.

Name: .....................................................
Name: ...........................................................

Address: ..................................................
Address: ........................................................

................................................................
.......................................................................

................................................................
.......................................................................

Telephone No: ........................................
Telephone No: .............................................

Occupation: ............................................
Occupation: ..................................................

3. SUMMARY OF EDUCATION & QUALIFICATIONS 

(Most recent first)

________________________________________________________________________

Dates



Institution, qualifications obtained

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


4. OTHER RELEVANT TRAINING
________________________________________________________________________

Dates



Details of Training

	
	

	
	

	
	

	
	

	
	


Please continue on a separate sheet if necessary

5. YOUR WORK EXPERIENCE

Please give details of your present job or, if you are not working, your last job.

Name and address of employer (and type of business)..........................................................

................................................................................................................................................

................................................................................................................................................

Position held ................................................

Dates: from .................. to ................

Salary ................................... Other benefits .............................. Notice period ...................

Reason for leaving or seeking new employment ..................................................................

Please give a brief description of your duties and responsibilities .......................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

6. PREVIOUS EMPLOYMENT 

Please give details of your previous jobs.  Put your most recent job first.  Give details of any gaps in your employment history including unemployment.

	Dates:
	Name & Address of    Employer
	Duties & Achievements 
	Reasons for Leaving 

	
	
	
	


Please continue on a separate sheet if necessary.
7. SUPPORTING STATEMENT

In this section you should demonstrate how you meet the requirements for the job.  Relate your skills and experience to each area of the Person Specification. If you feel you need more space, please continue on a separate sheet.

Please continue on a separate sheet, if necessary. 
 ROMA SUPPORT GROUP

   EQUAL OPPORTUNITIES

The Roma Support Group is committed to take positive steps to ensure that no-one is treated less favourably on the grounds of race, gender, marital status, sexual orientation, nationality, ethnic or national origin, colour, creed, religion, disability or age (legal restrictions excepted).

To assist us in monitoring our policy, and for no other reason, please answer the following questions. 

This information is treated as strictly confidential and this form will not be used in the selection process.
Completing this section of the application form is voluntary.

POSITION APPLIED FOR...................................................................................................

SURNAME.................................................  FIRST NAMES...............................................

1. 
Please show which group best describes your ethnic origin or descent by ticking one of the boxes below:
Bangladesh

(

Indian

(




Black African

(

Pakistani
(




Black Caribbean
(

White

(




Chinese

(

Roma/Gypsy
(









Other

(
If Other, please state..............................................................................................................

2. 
Have you a disability we should know about?...........................................................


If yes, please give some further details......................................................................

................................................................................................................................................

................................................................................................................................................

8. DECLARATION

The Roma Support Group reserves the right to confirm the factual basis of any information you have provided.  If any particulars given by you in this application are found to be false or if you willfully omit or suppress any material facts you may be liable to dismissal if appointed.

I declare to the best of my knowledge the information provided on this form is correct.

Signed ........................................................................... Date ............................................... 
REHABILITATION OF OFFENDERS ACT 1974



(EXCEPTION) ORDER 1986 FORM

Name (in full, please print): _________________________________________________

Post Applied for:

_______________________________________________

We would draw your attention to the following statement:

“Because of the nature of the work for which you are applying, this post is exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1986.  Applicants are, therefore, not entitled to withhold information about convictions and cautions which for other purposes are “spent” under the provisions of the Act”.

The following questions must be answered by all applicants.  You should provide details about all pending or spent prosecutions, convictions and cautions.  The information should include the approximate date, the offence and the Court or Police Service which dealt with the offence.

DO YOU HAVE A PROSECUTION PENDING OR HAVE YOU EVER BEEN CONVICTED AT A COURT OR CAUTIONED BY THE POLICE FOR ANY OFFENCE?

YES/NO (please tick)

IF YES PLEASE GIVE DETAILS AND DATES IN THE SPACE BELOW.

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

DECLARATION

I understand that, if it is found that I have withheld information or included any false or misleading information above, I will be disqualified from the appointment, or, if already appointed, this will render me liable to dismissal without notice.  I understand that the information will be kept securely by the RSG.

I hereby declare that the information I have provided is accurate.

Signed........................................................ 

Date ...................................................



   Please return this form with your Application Form
PAGE  
1

