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JOB DESCRIPTION
Job Title: FNF Cymru National Officer

This post is currently for one day a week.
Responsible to: Assistant CEO
Responsible for: Developing FNF services in Wales.
Salary: Based on a pro rata of £20,000 plus 5% pension contribution per annum– Contract until March 31st 2011
Main Location: Within region. Office or home based.
Role Summary 
In Wales to:
· Support volunteer development and the delivery of member services within the region through expansion of FNF’s  activities

· To raise funds and resources to support the activities of the charity in the region
· To lobby the Welsh Assembly Government on issues affecting members such as shared parenting.

· To raise awareness of the work of the charity throughout Wales.

· To be a key part of the development of FNF Cymru.

Principal Duties 
Main activities and tasks 
· Active provision of FNF/Both Parents Matter support. 

· Develop effective working relationships with service providers within the voluntary faith and statutory sector, (e.g. CAFCASS CYMRU, Children’s Centres, Children in Wales) in order to enhance the spirit of multi-agency partnership working with separated families. 

· To identify and co-ordinate information on Parenting/Family Support across Wales in relation to working with separated families. 

· To work with and support FNF’s Branch and Group self-help Officers; in particular, to support the monitoring and evaluation of working with FNF’s client group to ensure best value and equity. 

· To support health promotion and preventative work with separated parents and families.

· To identify opportunities for partnership working with statutory, voluntary & faith sector organisations, including, where appropriate, opportunities for joint or individual funding bids to support existing or new services.

· To identify and approach, in co-operation with FNF’s Fundraising team,  local funding providers
Key Responsibilities 

· To work with the FNF staff and Branch/Group Officers to develop and broaden the range of support available to our client 

base by identifying and promoting specific projects.
· To promote the work of FNF through the Welsh media

· To represent FNF at various levels such as the Welsh Assembly Government and with various service providers.

· Promote and deliver FNF Parent Support Workshops for separated families as required, identifying suitable venues. 

· Liaise with FNF local branches and groups, providing a link with FNF National Office. 

· Recruit and support volunteers (including FNF Helpine and Workshop facilitators). 

· Provide a local contact for FNF members 

· Develop links with statutory, faith and voluntary organisations, to inform on the key issues of working with FNF Cymru’s client group. 

· Promote and market FNF and FNF’s services so that all local agencies are aware of, and can signpost people to FNF 
Project Management 
· Sustain and develop the work already achieved by FNF in Wales.
· Evaluate the effectiveness of work done, and report (team meetings, contribution to Interim and End-of Year Reports) 

· Collect and maintain quality data that can be rigorously evaluated and reviewed in order to take this work forward 

· (e.g. post workshop feedback questionnaires). 

· Actively encourage participation and feedback from service users, so that the service meets their needs. 

· Keep up-to-date with relevant research, be able to signpost FNF personnel and outside agencies to information and resources that assist and validate the charity’s work. 

· Promote a range of resources for FNF’s client group, communicating via different media to reach a broad range of clients (e.g. email, post, phone) 

· Identify funding possibilities in order that there is sustainable funding for FNF’s activities in Wales and its associated projects. 

· To take responsibility for fundraising targets and activities in Wales.

· Have a flexible approach towards the development of this post. 

Other Duties 
· Develop, promote and maintain an equal opportunity focus which reflects cultural and social diversity 

· To work within an anti-discriminatory framework with full regard to the Human Rights Act 1999. 

· To comply with the Data Protection Act 1998 and safeguard at all times the confidentiality of information relating to 

· parents/carers and users. 

· To observe appropriate codes of confidentiality. 

· Maintain appropriate records. 

This job description is subject to review and development from time to time in liaison with the post holder. You will be required to adhere to all FNF policies and procedures. 
Standards of Business Conduct 
The post holder will be required to comply with FNF’s Standing Orders and Standing Financial Instructions and, at all times, deal honestly with FNF and FNF Cymru, with colleagues and all those who have dealings with FNF and FNF Cymru.. 

Confidentiality 
To ensure confidentiality in all matters relating to clients, to staff personnel issues and to information obtained during the course of employment. To not release such information to anyone else other than acting in an official capacity. 

Performance Review 
This job description only covers the key result areas and as such does not intend to provide a comprehensive list of objectives. Specific objectives will be subject to quarterly review in consultation with the post holder and may develop to meet changing needs of the service. 

Equal Opportunities 
FNF and FNF Cymru aim to maintain the goodwill and confidence of its own staff, service users and the general public. To assist in achieving this objective, it is essential that at all times employees carry out their duties in accordance with FNF’s Equal Opportunities Policy respecting the differing backgrounds of colleagues and clients. 

Health and Safety 
The post holder will be required to observe local Health and Safety arrangements and take reasonable care of him/herself and persons that may be affected by his/her work ensuring compliance with the requirements of the Health and Safety at Work Act (1974). 

Other Duties 
This job description is not exhaustive and the post holder may be required to undertake other such duties from time to time as are consistent with the responsibility of the grade. 

PERSON SPECIFICATION

Job Title: FNF’s Welsh National Officer
As the attached job description outlines the main duties and responsibilities of this post, so the person specification lists the requirements necessary to perform the job. Candidates will be assessed according to the extent to which they meet the specification. It is therefore important that applicants pay close attention to all aspects of the person specification when deciding if their skills, experience and knowledge match these requirements. 

	
	Essential 
	Desirable 
	Assessment method 

	Qualifications 
	The candidate should possess a degree qualification.
	Has undertaken training for &/or achieved qualification for working with parents. Be willing to undertake appropriate teaching training if requested.
	• Application Form & Certificate 

	Experience and Knowledge 
	• Understanding of, and empathy with FNF’s Charitable aims and objectives
 • Understanding of the specific needs of separating and separated families, especially, but not exclusively, the impact on paternal families.
 • Able to facilitate parent and family support and other support programmes particularly in working with fathers, mothers and extended families apart from children. 
	• Understanding of the impact of parental involvement, (including the importance of fathers and the wider family) on child development • Familiar with ‘Every Child Matters’ and ‘Every Parent Matters’ DfES (now DCSF) publications • Knowledge of current government guidance to family support workers (e.g. Children’s Centres, Local Authorities in Wales) • Familiar with the family justice system in relation to family separation. • Understanding of the changing role of CAFCASS CYMRU, and how they work with separating/separated families.

Awareness of the role the Welsh Assembly Government can play in delivering better conditions for families caught by parental separation.
	• Application Form & Interview 

	Skills 
	• Project Management. 
• Interpersonal skills and excellent communications skills. 
PR and Media experience is desirable.

• Ability to work in partnership with service users and volunteers.
 • Networking skills – how to use communication channels, especially to develop links with other family organisations and agencies.
 • Ability to work alone and manage workload and competing priorities.
 • Ability to develop, plan and co-ordinate.
 • Basic IT skills. 
• Good organisational skills and ability to organise information.
 • Full UK driving licence. 
Basic accounting and budgeting skills are desirable but not essential
Ability to speak Welsh is desirable but not essential
	Workshop facilitation & group support work
	• Application Form & Interview 


	
	Values 
• Commitment to equal opportunities and anti-discriminatory practice.
 • Recognition of the importance of supporting families throughout separation.
 • Demonstrate an 
	
	• Whole process 

	Other 
	understanding of the principles of working in partnership with parents/families.
 Personal Attributes 
	
	

	
	• Willingness to work with the multi-agencies, e.g. CAFCASS CYMRU, Contact Centres,  Children’s Centres, Children in Wales 
	
	

	
	
	
	

	
	• Open and honest
 • Reliable and fair 
	
	

	
	• Able to travel between 
	
	

	
	several sites 
	
	

	
	• Able to work flexible hours, 
	
	

	
	including evenings, weekends. 
	
	


EQUAL OPPORTUNITIES 
In addition to any specific criteria laid out above, each applicant will be expected to demonstrate a basic understanding of the principles of equal opportunities in relation to the post.  The degree of knowledge required will depend on the level and nature of the post in question. 

DISABILITY DISCRIMINATION ACT (1995) 
Please note that some flexibility may be exercised in the application of the criteria outlined above where a disabled candidate covered by this Act is unable to meet certain parts of the specification by reason of their disability.  If you believe this applies to you please outline the details on your application form.  Each case will be assessed on an individual basis at shortlisting and/or interview with advice from the Recruitment Department. 

