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Catholic TRUST fOR england and wales


Job Description and Person Specification for

Part-time Project Support Worker (Celebrating Family Fund)

Responsible to:  
Marriage and Family Life Project Officer
Role Purpose:
The Project Support Worker will provide a systematic programme of support to Celebrating Family Fund diocesan projects across England and Wales to strengthen local capacity for pastoral care of marriage and family life within the remit of the grants programme, and to enable the projects to demonstrate success using a variety of widely recognised criteria. 

Main Duties and Responsibilities:

1. To develop good working relationships with and between all those managing and working in the Celebrating Family diocesan funded projects and to communicate the limits of the support role clearly.
2. To encourage, advise and offer training support to local projects so that long term diocesan capacity and confidence in providing pastoral care of marriage and family life is increased, including highlighting any relevant national professional standards and/or guidelines.  

3. To foster regular and effective evaluation of project work using recognised quantitative and qualitative measures and to ensure that key learning is recorded in an accessible and engaging format to enable duplication of project work and communication of good practices, resources and useful contacts. 

4. To record, analyse and report progress so that value for money, public benefit and effective use of donations may be demonstrated to donors, Trustees, Charity Commissioners and fundraisers and so that positive family and community outcomes may be demonstrated within and beyond the wider Catholic community.

5. To advise and offer additional support to projects as appropriate and to report to the Marriage and Family Life Project Officer any on-going concerns.

6. To take responsibility for personal time-management and budgeting, reporting regularly to the Marriage and Family Life Project Officer. 

7. To undertake other such duties as appropriate to the grade, as required.

Background to Role

This is a new part-time post designed to provide accompaniment to diocesan teams, project managers, project workers and leadership students so that appropriate and timely encouragement, advice and training can be provided, with the aim of increasing diocesan confidence and capacity to support marriage and family life, and addressing the longer term challenge of sustaining project work beyond the term of the grants programme. It is envisaged that the post holder will work flexibly, apportioning annual working time as follows: visits to each project twice (30 days); completion of two learning reviews with each Dominican University student (10 days); creation of regular reports and summaries of progress, in a variety of formats (20 days); provision of at least five regional training opportunities per year (15 days).  

Person Specification

	
	Essential Criteria
	Desirable Criteria

	Faith/Beliefs
	· Be a practising Catholic and have an understanding of the Catholic Church and its culture.


	

	Experience
	· Success in effective delivery of community-based projects

· Mentoring, training and motivating adults 

· Senior professional in family or pastoral ministry.

· Success in recruiting, training and sustaining volunteers 


	· Working in a faith based organisation.

· Experience of a range of evaluation tools both quantitative and qualitative

· Familiarity with charitable purposes and demonstrating public benefit.                                                                                      

	Knowledge


	· Sound knowledge and appreciation of contemporary challenges of supporting marriage and family life.

· Celebrating Family initiative, it’s aims and objectives

· Theology of marriage and family life within a Catholic context 

                                              
	· Familiarity with National Occupational Standards for Family Learning and/or Work with Parents



	Qualifications

	· Educated to degree level or equivalent.                                                       

· Relevant professional qualification. 

                                                           
	· Project Management.  qualification/training                                                           



	Skills/ Abilities

	· Excellent interpersonal skills with the ability to relate to people in a wide range of settings.                                                                                           

· Effective communication skills – oral and written.                                       

· Ability to undertake travel throughout England & Wales.                           

· Ability to work well and contribute towards a cohesive team environment. 
	

	Personal attributes


	· Working style which is inclusive, supportive and approachable.                        

· Good judgement with sound social and emotional intelligence.                                 


	


Terms and Conditions

· The employer is the Catholic Bishops’ Conference of England and Wales – CaTEW is a registered charity No 1097482.
· This is a fixed term three year part-time contract subject to satisfactory completion of six months probationary period. 
· Place of work is 39 Eccleston Square, Victoria SW1 1BX.  Applications for flexible and/or home working will be considered. 

· This is a grade 4 post on a salary of £7,000 for 84 days per year (equivalent to full-time salary of £21,601). Salaries are reviewed annually.

· There is a CaTEW personal pension plan scheme which CaTEW will match contributions up to a maximum of 6% of salary. You are eligible to join after 3 months.
· We offer a death in service benefit which is three times the basic salary.
· Expenses and subsistence allowances are in accordance with current CaTEW scales which follow Inland Revenue no liability guidelines.
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