HEADWAY WEST SUSSEX (HWS)

JOB DESCRIPTION and PERSON SPECIFICATION 

SUPPORT GROUP FACILITATOR 

Hours:

12.5 hours per month 
Salary:

£10.00 per hour (plus expenses) 
Location: 

Home based with travel in West Sussex. 
Job Purpose
Facilitate a two hour evening support group meeting each month, delivering a rolling programme of set topics around issues affecting those living with ABI, their carers and families whilst promoting enablement and empowerment. 

To develop session plans to facilitate the delivery of the topics with other Support Group Facilitators and HWS. Engaging with other professionals to deliver some topics throughout the year. 

Facilitate group led discussion and information sharing to promote peer support. Provide information, literature, signposting and referrals into other organisations as needed and be key to the promotion of Headway West Sussex in the groups surrounding area. 
Key Responsibilities
1. The administrational planning and preparation of meetings, including room hire, booking speakers, activities and social events. 
2. The planning and delivery of set topics through group led discussion. 
3. The promotion of the groups to target those living with ABI in the Bognor Regis area and the establishment of relationships with key players in the NHS, local authority and charitable sector. 
4. Ensuring the Support Group operates in keeping with Headway Quality Standards and provide a professional, safe and personable environment for the group members.

5. Carry out risk assessments as necessary particularly where activities outside of the group environment are arranged.
6. Deliver publicity and promotion of the groups in partnership with the Service Development Coordinator. 

7. Keep members kept up-to-date with forthcoming meetings and events via a short monthly newsletter/e-bulletin.
8. Meet members’ requirements and needs by actively seeking feedback, implementing monitoring systems and maintaining accurate records of attendance at meetings.
9. Maintaining knowledge of current issues surrounding Acquired Brain Injury and ensure pertinent information is available for the benefit of the support groups.
10. The recruitment, induction and training of Support Group volunteers.

11. Work with the Service Development Coordinator in the development of funding applications and funders monitoring. 
12.  Work with the Service Development Coordinator to ensure that Headway West Sussex is informed of new and existing services that support people living with ABI, their families and carers in the north of the county. 
13. Provide holiday and sickness cover for the Support Groups operating in the south of the county, sometimes as short notice.

14. Attend Headway West Sussex meetings, support and attend the AGM and any other meetings on the organisations behalf and engage in any other activities that may from time to time be required.
15. Engage in training as required.  

Person Specification for Support Group Facilitator Post
	· Knowledge and understanding of Acquired Brain Injury and the issues for members and carers/families or proven transferable skills set. 
	Desirable

	· Experience of supporting user, carer, community or similar groups, especially working with excluded communities or a proven transferable skills set. 
	Desirable

	· Experience of delivering information in a group setting and facilitating group discussion. 
	Desirable

	· A recognised qualification in Group Work skills, counselling or rehabilitation processes or equivalent.
	Helpful

	· Experience of carrying out risk assessments on venues, clients and activities.
	Helpful

	· Understanding of and dedication to working in a confidential way.  
	Essential

	· Flexibility within a fast developing organisation.
	Essential

	· Willingness to travel across West Sussex as required.
	Essential

	· Willingness to cover other Support Groups in times of sickness or holiday.
	Essential

	· Experience of promoting and practising equal opportunities.
	Essential

	· Excellent and proven communication skills with a wide range of people in various ways.
	Essential

	· Ability to use Microsoft Office, Excel and email. 


	Essential

	· Ability to work independently, use initiative and organise/prioritise work.
	Essential

	· Be able to work evenings and have some daytime availability.
	Essential

	· Willingness to carry out other reasonable tasks as the role evolves.
	Essential

	· Must have own transport. 
	Essential

	· Access to internet (phone, computer and printer provided). 
	Essential


General

All employees are expected to comply with statutory requirements and the organisation’s employment policies while carrying out their work. This post is one of continual development and the post-holder will be encouraged to develop skills and capabilities, including participation in training events. Accordingly, the range of duties and responsibilities outlined above may change from time to time to reflect the changing needs of the organisation.

Performance Review

Overall performance will be formally appraised and reviewed regularly, with additional informal assessment taking place as necessary. The post will be subject to a three month probation period with Headway West Sussex having the ability to extend to six months.

Health and Safety

All employees and volunteers are subject to the Health and Safety at Work Act. The post-holder is required to proactively comply with their duties as described by organisational policy and objectives for health and safety.

Confidentiality

All employees are required to work with the HWS Confidentiality Policy and to sign a confidentiality agreement. 
DBS Check

All staff are required to undertake an enhanced Disclosure and Barring Service check. DBS checks from existing employers will be considered.  
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