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IMECE

WOMEN'S CENTRE

Providing advocacy & support since 1982




ADVICE & INFORMATION WORKER JOB DESCRIPTION

Job Title:
Advice & Information Worker

Responsible to:
Service Manager

Contract Type:
Fixed term contract until March 2022
Salary:
£25k pro rata
Working hours:
35 hours per week
Benefits:
Nest pension, 25 days annual leave + public holidays           

                               (FTE) + the office is also closed between     

                               Christmas and New Year


This post is open to female applicants only as being female is deemed to be a genuine occupational requirement under Schedule 9, Paragraph 1 of the Equality Act 2010.
Job Summary

To provide advice and information to Turkish/Kurdish/ Turkish Cypriot women aged 55 and over in welfare benefits, housing, education, domestic violence etc. and to organise events and activities to both reduce the isolation experienced in this group and increase their safety. Support women who experience violence against women and girls and elder abuse in line with SafeLives and IAQS*standards. The advice work should meet the requirements of the AQS** and should include one to one information and advice sessions, case work, and referral and follow up activity. 
An enhanced criminal records (DBS) check will be required for this role. 
Due to the Covid-19 pandemic lockdown we are currently delivering our services virtually (phone and online) and this may change based on government guidelines, hence flexibility and adaptability in this regard is required.
* The Imkaan Accredited Quality Standards
** Advice Quality Standard
Main Duties and Responsibilities

Advice and Information
1. To establish and maintain strong links with older Turkish and Kurdish speaking women so as to encourage their involvement in the activities of IMECE through outreach work, telephone contact etc.
2. To carry out drop-in advice and information services centrally and on an outreach basis.

3. To carry out all follow up activity arising from the service.

4. To undertake telephone advice and information sessions as appropriate.

5. To maintain detailed knowledge of relevant areas of social welfare law, including benefits, housing, debt, employment, and immigration. 
6. To liaise with a range of agencies to promote the interests of Turkish and Kurdish speaking Women as it relates to their advice and information needs..
Project Work

1. To establish partnerships with local projects in the locality for the purposes of client referral.
2. To produce advertising and marketing material for the project as and when necessary

3. To set up and facilitate support groups for Turkish and Kurdish speaking Women.
4. To organise training courses and group activities for Turkish and Kurdish speaking Women to build their self-confidence.
Recording/ Monitoring/ Reporting 
1. To ensure all case recording meets quality standards to an external auditable standard.

2. Keep accurate, confidential case records

3. Collect and record statistics on client enquiries

4. To maintain monitoring and evaluation systems for the project

5. When necessary submit and present reports to Line Manager
Training

1. To deliver training to other professionals working in the field of violence against women, and if appropriate related fields to support their work.

2. To liaise with other agencies, statutory sector professionals in the borough and organise awareness raising sessions on the forms of DV i.e. Forced Marriage, Honour Based Violence and Female Genital Mutilation.

Other duties
1. To be involved in the production of IMECE’s annual report

2. To prepare with other staff members, publicity materials for IMECE and its projects.

3. To represent IMECE at meetings, seminars and conferences as directed 

4. To attend all approved training courses

5. To undertake evening and weekend work as required 
6. To be responsible for the safety of the building and undertake all duties in line with Health and Safety

7. To attend all staff meetings and when directed management committee meetings

8. To undertake any other duties as may be required

PERSON SPECIFICATION

A = Application Form 
I = Interview

	Experience, Knowledge and Skills
	

	1.
	Must be a Turkish Speaking woman (Section 7.2 9e SDA 1975 applies). Desirable if can speak Kirmanci or Zazaki.
	  AI

	2.
	Knowledge of the issues facing women, children and young people from BAMER communities (including Turkish, Kurdish and Cypriot Turkish) affected by violence against women along with the ability to identify women’s individual and collective needs
	AI

	3.
	Relevant Homelessness, Housing Management or Supported Housing qualification (NVQ, HNC) or equivalent experience of working within a similar role with knowledge of Housing legislation & welfare benefit legislation
	AI

	4.
	Experience of working respectfully with individuals offering advice, guidance and support on housing and tenancy related information 
	AI

	5.
	An excellent understanding of the criminal justice system and relevant legislation with particular regard to legal and civil options, housing, benefits, matrimonial and children 
	  AI

	6.
	Experience of developing and delivering workshop/training
sessions to diverse audience
	

	7.
	Non-judgemental, non-directive and anti-discriminatory approach to empowering women 
	AI

	8.
	Experiencing of working within safeguarding frameworks and a good knowledge of legal and welfare issues relating to adult, children and young people 
	  AI

	9.
	Experience of working in partnership with other agencies 
	AI

	10.
	An ability to manage, organise and prioritise own workload and to work independently and as part of a team within a framework of policies and procedures
	AI

	11.
	Excellent communication skills with the ability to communicate effectively

· with service users and statutory, voluntary, and other stakeholders

· verbally and in writing

· advocating for service users, raising awareness of VAWG issues and representing IMECE
	AI

	12.
	A broad base of administration skills including ability to maintain records and use IT and paper-based systems proficiently
	AI

	13.
	Able to demonstrate shared values and behaviours with IMECE including (but not limited to) IMECE’s feminist approach to VAWG
	AI

	14.
	Flexible, proactive approach and a good ability to prioritise work
	AI

	15.
	Clear boundaries and a willingness to accept line management and make effective use of supervision
	AI

	16.
	Evidence of continuing professional development
	A

	17.  
	Able to work evenings and work at weekends occasionally when required
	A


