         Re: Roma Support & Engagement Programme Worker           
(Ref: RoM 28)










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 

                      ROMA SUPPORT GROUP




Job Description

Title:
Roma Support & Engagement Programme Worker           (Maternity Cover)

Job Reference:                       RoM 28 

Responsible To:
             Chief Executive Officer (CEO)

Purpose of Job:
Providing direct support, training and advice to statutory agencies, service providers and voluntary sector organisations to ensure specialist and needs-focused interventions for disadvantaged Roma families in four regions, as well as enhancing the Roma community’s engagement with public authorities.
Location:                               Canning Town, London 

Hours:


35 hours per week

Status:                                    Short term (until April 2012)

Special Condition:                Occasional UK travel may be required entailing some         

                                                overnight stays

Salary:


£26,257 - £27,222  per annum inc: LW (NJC SO1)

                                        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 Support and Engagement Programme (RSEP) Worker will work closely with the RSEP Leader and 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 Support & Engagement Programme (RSEP) emerges from the increasing need amongst service providers to ensure specialist and cost effective interventions for disadvantaged Roma families in four regions of the UK. The aims of the Programme are to:

· Improve service providers’ ability to deliver effective early intervention to vulnerable Roma/ Gypsy families in four regions (Greater London, South East England, East England, Yorkshire & Humber);

· Ensure a strategic, needs-focused support to marginalised Roma families through building collaborative networks of relevant agencies; 

· Strengthen the capacity of the voluntary sector using the Roma Support Group’s engagement models to improve community engagement with public authorities.  




Main Duties and Key Responsibilities
1. Development & Training: 
1.1 Marketing, arranging and co-delivering training on Roma issues to service providers across four regions;

1.2 Supporting service providers through one-to-one expert advice to help them meet the needs of local Roma families;

1.3 Co-establishing and facilitating four regional forums for service providers engaged in supporting Roma families (one forum per region); 

1.4  Co-facilitating the set-up of four family support schemes (one in each region) to ensure that they meet local needs;

1.5 Delivering capacity building surgeries for voluntary organisations and Roma community initiatives to strengthen their engagement with public authorities;

1.6 Disseminating information and resources published by the Roma Support Group;

1.7 Maintaining appropriate records of work undertaken with service providers and voluntary organisations; monitor and analyse data and produce reports for the funder (Department for Education), Management Committee, Project Steering Group, our website, Annual Report and other publications;

1.8 Contributing to the development and improvement of the RSEP training and support programme by developing materials;

1.9  Contributing to the capacity building of the Roma Support Group by co-organising consultation meetings with the Roma community; co-developing business planning and enterprising skills of the organisation.

2. Recruiting and Training Volunteers:
2.1 Recruiting, supporting and supervising volunteers for the Programme;

2.2 Ensuring that all volunteers have CRB disclosures before and if they start their work with children and vulnerable people;

2.3 Referring volunteers to external training whenever possible.  

3. Project Management and Income Generation:

3.1 Reviewing the work-plan, targets and aims of the Programme, as well as providing regular reports to the RSG’s  CEO, Project Steering Group and MC;

3.2 Co-establishing the running and administrating of the Project Steering Group, which  meets four times per year and whose aim is to oversee the development of the Programme;
3.3 Carrying the responsibility for undertaking planning, implementation, monitoring and reporting of the Programme;
3.4 Contributing to income generation by marketing the Programme; promoting services, identifying opportunities for income generation; negotiating contracts with other agencies, and by participating in other activities if required.   

4. General Responsibilities:
4.1 Liaising as necessary with other staff members of the Roma Support Group and         external agencies to ensure appropriate exchange and co-ordination of activities;

4.2 Assisting with all aspects of running the office when there is inadequate cover;
4.3 Attending and participating in staff meetings, support and supervision sessions, Policy Days, AGMs, etc. Attending training sessions as appropriate;

4.4 Carrying out any reasonable duties compatible with the post assigned by the line manager/ CEO;

4.5 Adhering at all times to the Roma Support Group’s Equal Opportunities Policy, Health and Safety Policy, financial procedures and other procedural guidelines.





Special Conditions
Some evening and weekend work may be required for which time off in lieu (TOIL) will be compensated. Occasional UK travel will be required entailing some overnight stay if necessary.  





Terms and Conditions
1. Salary:  £26,257 - £27,222 per annum inc: LW (NJC SO1) 

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).

4. Annual Leave:

The allowance for full annual 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.  

5. Probation Period:

This appointment is subject to a two-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.

Person Specification

The table below lists the experience, knowledge, skills, abilities and attitude, which we are seeking in the successful candidate. When completing your Application Form/ Support Statement, please show how you meet these criteria by providing relevant examples from your paid/ unpaid experience, other personal experiences and qualifications. Please address only those criteria indicated for assessment through the application form.  Each criterion is marked how it will be assessed:

A = by Application Form      I = by Interview              P = by Presentation  

	CRITERIA
	ASSESSMENT


	
	A
	I
	P

	Qualifications/ Experience/ Knowledge
	
	
	

	1. Experience of providing advice support to service providers and frontline organisations
	√
	
	

	2. Experience of marketing and business planning 
	√
	√
	√

	3. Experience of income generation by identifying opportunities for earned income, promoting services, or negotiating contracts with third parties
	√
	√
	√

	4. Academic and/or operational knowledge of Roma refugee and migrant communities in the UK and understanding of the context within they live
	√
	√
	√

	5. An understanding of the complexity of issues in relation to working with families with multiple needs
	√
	√
	

	6. Experience of developing training, guidance materials and  facilitating group meetings, training sessions and events
	√
	
	

	Skills and Abilities
	
	
	

	7. Good oral communication and presentation skills
	
	√
	√

	8. Ability to manage relations with a wide variety of individuals and organisations in a diplomatic and assertive way
	
	√
	√

	9. Ability to draft clear and concise written materials, correspondence, records and reports for use by a wide range of people
	√
	√
	

	10. Excellent organisational skills with the ability to prioritise own workload
	√
	√
	

	11. Project management skills including an ability to prioritise need, plan and implement appropriate actions and monitor/ evaluate outcomes
	√
	√
	√

	12. Imagination and an ability to consider different and alternative approaches to resolving problems
	√
	√
	

	13. Computer literacy, including use of database and office applications such as: World, Excel, PowerPoint, etc.
	√
	
	

	Attitude
	
	
	

	14. Commitment to high standards of work and customer care 
	√
	√
	

	15. Self-motivated and hard working
	
	√
	

	16. Enterprising, commercially-minded approach to problem-solving, income generation and charity sustainability 
	√
	√
	

	17. Flexible/ adaptable 
	
	√
	

	18. Personal awareness of strengths & limitations; willingness to undertake training (in-house and external) 
	
	√
	

	19. High level of personal responsibility 
	
	√
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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 28
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, showing how you meet these criteria by providing relevant examples from your paid/ unpaid experience, other personal experiences and qualifications. Please address only those criteria indicated for assessment through the application form.  Each criterion is marked how it will be assessed:  A = by Application Form;   I = by Interview;     P = by Presentation  
Please continue on a separate sheet, if necessary. 
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   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  
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