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5th January 2019
Dear Applicant:
Re: Increase Financial Resilience Service Coordinator Position

Thank you for taking the time to consider the role of the Increase Financial Resilience Service Coordinator Position at the Limehouse Project. 

The Limehouse Project (LHP) is a thriving grassroot and award-winning organisation with a history of servicing the Limehouse area of Tower Hamlets and East London since 1984. Our menu of services continue flourish thanks to investments and trust placed in us by clients, funders and partners. While providing free legal, welfare and family advice, accredited learning, capacity-building and employment support programmes, health and wellbeing activities for all age group, we work independently and in partnership with key Third Sector, business and statutory organisations to ensure each client’s is given timely and active support they need to positively move forward in life. 48 children are also in our care at our pre-school nursery opened in 2017.
2018 has been a remarkable year. In the wake of our recent service restructuring initiative, we have now created four Service Coordinator positions of which two have been internally filled. We are now seeking a dynamic Increase Financial Resilience Service Coordinator with a genuine understanding of, and commitment to, the aims and values of the LHP to lead our experienced and dedicated advice team. 

Our Advice Service is one of the busiest in the London Borough of Tower Hamlets with over 6,000 disadvantaged and hard-to-reach people come each year in need of financial, welfare, housing, immigration and family advice.

We lead ‘local area partnerships’ advice teams delivering advice in Limehouse, Stepney, Wapping and Poplar and outreach sessions at ten community and statutory venues including 5 local NHS surgeries. 

While ensuring an outstanding practice standard and work effectively alongside our Executive Director in the development and delivery of an accessible, sustainable and quality advice service. 

Enclosed are as follows:

1.
Job description & Person specification

2.
Application Form

3.
Guidance Notes on completing the Application Form

4.
Limehouse Project Recruitment Monitoring Form 

5.
Annual Report to give you some background information about Limehouse Project

If you would like an informal chat about the role, contact Kay Browne, Service Coordinator on 020 3069 7458
Thank you again for your interest in this role and we look forward to receiving your completed application.

Please send the completed application form along with a covering letter to Farida Yesmin, Director, Limehouse Project at recruitment@limehouseproject.org.uk
Closing date: 9am, 22nd January 2019. Interview date: 28 – 29th January 
We look forward to receiving your completed application.  

Yours sincerely, 

Mrs. Farida Yesmin
DIRECTOR

JOB ADVERT   

Increase Financial Resilience Service Coordinator 

Full time 
Salary £35,366 per annum incl. London Weighting

We are looking for a dynamic Advice Service Coordinator with a genuine understanding of, and commitment to, the aims and values of the LHP to lead our experienced and dedicated advice team at the Limehouse Project in Tower Hamlets. 
The Limehouse Project (LHP) is a thriving grassroot and award-winning organisation with a history of servicing the Limehouse area of Tower Hamlets and East London since 1984. Our menu of services continue flourish thanks to investments and trust placed in us by clients, funders and partners. While providing free legal, welfare and family advice, accredited learning, capacity-building and employment support programmes, health and wellbeing activities for all age group, we work independently and in partnership with key Third Sector, business and statutory organisations to ensure each client’s is given timely and active support they need to positively move forward in life. 48 children are also in our care at our pre-school nursery opened in 2017.

You will have a genuine understanding of, and commitment to, the aims and values of the LHP and work effectively alongside the Director to ensure the sustainability of a high standard of accessible advice delivered by a qualified and experienced team of predominantly bilingual advisors within the framework of our charity’s aims, policies and strategic ambitions. 
If you would like an informal chat about the role, contact Kay Browne, Service Coordinator on 020 3069 7458
Thank you again for your interest in this role and we look forward to receiving your completed application.

Please send the completed application form along with a covering letter to Farida Yesmin, Director, Limehouse Project at recruitment@limehouseproject.org.uk

Closing date: 9am, 22nd January 2019. Interview date: 28 – 29th January 
Increase Financial Resilience Service Coordinator 

Job Description

SALARY: £35,366 per annum FTE
LOCATION: Unit 2, 789-791 Commercial Road, London E14 7EY

MAIN PURPOSE OF THE JOB

· To take lead responsibility in managing the Increase Financial Resilience Services team, offering effective staff supervision and taking responsibility for maintaining quality and development need of the advice services. 

· To ensure the development and implementation of service delivery plan and annual work-plan, and ensure that the services meet the agreed targets and milestones;

· To identify and develop opportunities for the delivery of advice and case work services from LHP.
Recruitment and Induction

· To monitor staffing resources.

· To recruit and induct project staff in accordance with the Recruitment Policy.

Staff Management

· To line manage the advisors and case workers.

· To hold regular team meetings.

· To build and support an integrated, high performing and successful team of advisors and case workers 

· To offer formal and informal supervision to advice team and carry out file reviews to ensure the advice given to clients are accurate. 
· To monitor and promote the professional development of the advice team.

· To carry out annual appraisals of staff.

· To cover the front line service delivery when we have lack of staffing

· To be responsible for the gathering and monitoring of monthly, written worker’s reports, to file these appropriately and report back to the Director where necessary.

· To monitor annual leave to ensure that the service is never unnecessarily understaffed and maintain advice staff rota.

· To be responsible for implementing the disciplinary procedure in relation to project staff.

· To be responsible for implementing the grievance procedure in relation to project staff.

· To monitor sickness levels and implement the sickness policy for project staff as necessary.
Quality of Service

· To maintain a continuous and effective service.

· To monitor the quality of service being delivered by the Limehouse Project.

· To be aware of all relevant quality of service requirements.

· To ensure that all relevant quality of service requirements are being met.

· To ensure regular file reviews are carried out and any follow up actions are completed within agreed time scale.

· To make regular reports on quality of service to the Director.

· To monitor the range of activities being offered and its take up by different users.
Recording and Monitoring

· To ensure that all necessary and appropriate records are being maintained.

· To ensure that all such records are of a sufficiently high standard to meet the requirements of the project and of any external monitoring agency.

· To ensure that all necessary monitoring is properly carried out. In particular to ensure that the monitoring returns required by funders are provided in a correct and timely manner.

· To ensure that all monitoring meets quality of service requirements.

· To make regular reports on recording and monitoring to the Director.

Report Writing

· To ensure that reports to funders are made in a timely and appropriate manner.

· To ensure that reports to other external bodies are produced in a timely and appropriate manner as required.

· To ensure that, where required, a report is produced for the management committee, any sub-committees, and the Director.

· To ensure that all such reports are of a sufficiently high standard to meet the requirements of the project and of any funders or external monitoring agency.

Communication

· To ensure that decisions made by the management committee or any of its sub-committees or by the Director or by the senior management team are communicated to all members of staff in a prompt and effective manner.

· To ensure that new policies and any changes to existing policies are communicated to all members of staff in a prompt and effective manner.

· To ensure that all relevant information is communicated to all members of staff including the Director and other senior staff in a prompt and effective manner.

· To ensure that all requests for information regarding finance, policies, and Management Committee decisions and any proposals for new staffing and new service developments are discussed with the director, who will then be responsible for initiating any further action.

Health and Safety

In conjunction with the Management Committee and the Director:

· To ensure that all legal requirements pertaining to health and safety are met.

· To ensure that all members of staff are aware of their own responsibilities in regard to health and safety.

· To ensure that all members of staff are aware of the project's health and safety policies and procedures.

Publicity

· In conjunction with the Director to produce publicity for the Limehouse Project.

· To ensure that all publicity produced for Limehouse Project is accurate and appropriate.

· To supervise and contribute to the preparation of material for the annual report.

Liaison with Other Agencies

· To liaise with other agencies in the interests of the Limehouse Project.

· To establish and develop relationships with a range of advice service organisations and establish a good referrals networks for case work;

· To establish appropriate consultative and co-operative networks with other agencies.

· To represent the Limehouse Project at appropriate meetings and forums including THCAN.

· To report back, as appropriate, to the Director and other staff on the outcomes of such meetings and forums.

IT Development

· To determine, in consultation with the Director and other staff, the IT needs of individual service areas.

· To ensure that appropriate research is carried out on how best to meet those needs.

· To authorise the purchase of appropriate equipment.

Purchasing

· To authorise the purchasing, up to a maximum of a £1,000, of such equipment and resources as are required by the Limehouse Project.

General

· To adhere strictly to all Limehouse Project policies.

· To provide regular reports to the management committee.

· To attend and, where required to convene sub-committees of the MC.

· To undertake such additional training as may be necessary, or as may be required by the management committee.

· To undertake any other tasks arising as directed by the C.E.O or the Deputy Director of the Limehouse Project Management Committee.
The duties laid down in the job description may be reviewed and adapted in consultation between the post-holder and Line Coordinator, Limehouse Project’s Director.

Increase Financial Resilience Service Coordinator: Person Specification

	Increase Financial Resilience Service Coordinator Skills
	Essential 
	Desirable

	Education/Training:
	
	

	Educated to degree level
	X
	

	Training or project management qualification
	X
	

	
	
	

	Knowledge, understanding and awareness of:
	
	

	Detailed up to date knowledge of Social Welfare issues 
	X
	

	Working knowledge and understanding of the needs of local communities its challenges
	X
	

	Awareness of national and local skills and employment related issues, strategies and policies 
	X
	

	Financial Inclusion, social policy or social welfare advice
	X
	

	Training and development processes and methodologies
	X
	

	Project management methods and systems
	X
	

	A range of evaluation and research methodologies
	X
	

	Tower Hamlets and local issues
	
	X

	
	
	

	Experience of:
	
	

	Delivering case work on range of social welfare issues 
	   X
	

	Managing and supporting project teams, staff and volunteers
	   X
	

	Development relationships and programmes with supporting partners and stakeholders 
	   X
	

	Project management, including budget management 
	   X
	

	Supporting organisations in planning, monitoring and evaluation of the project work
	X
	

	Designing and implementing data, monitoring and evaluation systems 
	X
	

	
	
	

	Skills:
	
	

	Excellent written and verbal communication skills for a range of audiences
	X
	

	Skills as a creative and effective problem solver
	X
	

	Ability to effectively share learning, contribute to and influence development of good practice
	X
	

	Excellent organisational skills, attention to detail, ability to manage multiple workstreams, tasks and working to tight deadlines 
	X
	

	Planning project delivery and managing, monitoring and evaluating own workload and that of teams
	X
	

	Ability to analyse data, evaluate project achievements, produce clear and articulate written reports and action plans
	X
	

	Quantitative and qualitative data analysis skills
	X
	

	Good working knowledge of Microsoft Office and database programmes
	X
	

	
	
	

	Personal Attributes:
	
	

	Highly motivated and enthusiastic approach to work
	X
	

	Ability to be flexible and respond to unexpected priorities
	X
	

	Commitment to developing social policy based on local action with an ability to think in these terms
	X
	

	Commitment to the benefits of volunteering
	X
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