Wildside Activity Centre

Hordern Road, Whitmore Reans,

Wolverhampton, WV6 0HA

Tel: 01902 754612
JOB DESCRIPTION 
Title:
Employment Support Worker
(Wild for Skills Project)
Salary Scale: 

NJC Scale Points 15 – 16, pro rata.
Term: 
23 months
Hours of duty:
10 hours per week, including unsociable hours and school holiday periods as agreed and when applicable.
Responsible to:
The Chair of the Board of Directors or his/her representative.
Location:
Wildside Activity Centre.
Job Purpose:
Wildside Activity Centre is an Environmental and Adventurous Activity Centre working with all ages. Our mission is to provide enjoyment of the outdoors by offering adventurous and healthy activities whilst promoting an underlying appreciation of the environment.
This new project aims to increase participation at the Centre in volunteering or work experience by people who are long-term unemployed and to assist volunteers in building their skills and job search. It is supported by the John Lewis Community Investment Fund. The post holder will contribute to this purpose by managing the delivery phase, its outreach and recruitment and its budget, monitoring progress and ensuring that data required by the scheme is collected as well as offering face to face support to the project users, including working with them on the practical tasks as appropriate. 
The Centre runs a Conservation Volunteer Group, which undertakes practical outdoor work on habitat enhancement, helping wildlife and maintaining the Centre and its grounds. This work will provide the main source of volunteer work. The post holder will therefore work closely with the Conservation Project Leader.
Principal Duties & Responsibilities:

1. To lead on recruitment of volunteers to the project including liaison with Job Centre Plus, and other appropriate external partners, and relevant advisers and mentors. 
2. To work closely with the staff and volunteers at Wildside, especially the Conservation Project Leader in planning suitable tasks and support for volunteers.
3. To plan and coordinate the additional support of activity staff as appropriate for the project.
4. To administer agreed project allocations as authorised by the Board, and costing and ordering resources when necessary.

5. To work closely with the Centre administrator (Programme Coordinator) to ensure that expenditure is controlled and recorded. 

6. To ensure that adequate monitoring of attendance, progress and other factors is achieved to meet the funding requirements on time for the necessary submissions.

7. To support the volunteers working on the project, resolving day to day problems, encouraging the development of skills and always seeking to increase their employability.
8. To join the volunteers in the practical outdoor work for a proportion of the working days.

9. To foster positive learning through the outdoor environment, helping participants to develop confidence, self-esteem, job-related skills, friendships and active participation.
10. To work closely with local partners to maximise the effectiveness of the project.

11. To help produce publicity and use every appropriate means available to make the project known.
12. To produce reports as required on the progress of the project.

13. To produce risk assessments for activities if required and/or to ensure that existing risk assessments are up-to-date and relevant to current activities.
14. To ensure that all activities are carried out in compliance with the Activity Procedures for Staff, Staff Handbook, the Health & Safety Policy and other agreed policies and procedures as approved by the Board of Directors.

15. To present a professional appearance, behaviour and manner at all times and to encourage all users to respect each other and the Centre, its equipment and its surroundings.
16. To wear a badge and/or clothing with the Centre logo as appropriate on request, and to carry a mobile phone when on duty.

17. To encourage and ensure the respect of premises and equipment, and to ensure that groups are adequately supervised and equipped.  To remove from use any tools or equipment deemed unsafe.

Other Duties:

1.
To undertake such other duties as may be deemed appropriate by the Board of Directors from time to time and may be regarded as commensurate with the duties and grade of the post.

2.
To be available for supervision or planning meetings by arrangement and be willing to undertake appropriate training as agreed.
3.
To promote equality of opportunity and inclusion in all matters of management, volunteer development and service delivery.

4.
To have due consideration for the health, safety and welfare of yourself, other staff and Centre users both on and off site.
Signed ..................................................................... 
Date ........................................................................
April 2021
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