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Operations and Development Officer
Part-Time
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October 2020
Edinburgh Young Carers 

Norton Park

57 Albion Road

Edinburgh EH7 5QY

Tel: 0131 475 2322
	The Service
	Edinburgh Young Carers (EYC) is a charitable voluntary sector organisation formed in April 1996. EYC is incorporated as a limited company governed by a Board of Directors. 

The service was established to provide dedicated support to young carers aged 5 to 25 years – children and young people who provide regular and substantial caring tasks for a family member or sibling due to illness, disability or addiction in the family. The service has an annual budget of approx £500,000.
The ‘Edinburgh Young Carer Partnership’ has been funded by the City of Edinburgh Council and Scottish Government to provide specialist support to young carers and young adult carers across Edinburgh.  This ‘Partnership’ consists of three organisations, Edinburgh Young Carers, Capital Carers (formerly North West Carers), and The Broomhouse Centre (trading as Space), who specialise in working with Young Carers and Young Adult Carers across Edinburgh, aged 5 – 25 years old. The organisations will work together formally through this partnership, to ensure that young carers receive the necessary support to allow them to be children, young people and young adults first and foremost, and ensure that they are not undertaking an inappropriate caring role.

 

The three partner organisations believe that working together as the Edinburgh Young Carer Partnership will provide a more comprehensive and holistic package of support, that works across the 4 city localities, providing a highly effective, community-based way of supporting these young people who are young carers.



	Aims
	· To develop and maintain high quality, child and young person-centred support services to young people with caring responsibilities in Edinburgh

· To raise awareness of young carers’ needs, and to inform and assist agencies in developing appropriate support services

· To ensure a rights-based ethos to the work of the project, with the active involvement and participation of young carers



	Mission
	· To provide support for young carers which meets their individual and collective needs and fosters their confidence and self esteem; 

· To work in cooperation with other agencies, such as education, social work and health for the benefit of young carers and their families. 

· To strive for positive changes in the policies and practice of any service used by young carers.



	Activities
	EYC activities are currently focused on the following areas:

· Information Provision

· Personal Development & Social Inclusion

· Individual & Peer Support
· Respite
· Rights Work

· Transitional work
· Promoting and Adhering to the Carers (Scotland) Act 2016 and the delivery of Young Carer Statements 



	Job Overview
	Reporting to the Operations & Development Manager, this role proactively supports the development and work of the Charity to the benefit of young carers living in Edinburgh with the responsibility for the day to day operations of Edinburgh Young carers. 
Assist in ensuring services to carers are flexible and developed in such a way as to best meet the needs of carers as cost effectively and efficiently as possible and assisting the Chief Executive and Operations and Development Manager with the development and introduction of new projects and services. 

The promotion of partnership working is central to achieving positive outcomes for carers and the post-holder will both explore opportunities for joint working with statutory and voluntary partners that will benefit carers, as well as retain and support existing partnerships with young carer organisations across Edinburgh.
This role will also ensure young carers and their families are both are actively involved in, and consulted on, the operations and developments of Edinburgh Young Carers.  The Operations & Development Officer will monitor and evaluate services and activities to meet operational plan requirements, as well as deliver positive outcomes for young carers and young adult carers in the City.


	Key Responsibilities

	( Support the Chief Executive and the Operations & Development Manager to facilitate and inform collaborative working with local statutory and third sector organisations and other key stakeholders 
( Work with the Chief Executive and the Operations & Development Manager to deliver a successful partnership with young carer providers in Edinburgh, and meet agreed targets and ways of working 
· Ensure records of activities and monitoring statistics are collected and maintained in line with the Operational Aims and Objectives and funding requirements

· Review and implement effective methods for maintaining contact and engaging carers registered with the Charity, through a Young Carers Forum and other methods 
( Ensure effective arrangements are in place for the recruitment and support of volunteers; 

( Collect data (quantitative and qualitative) about carers issues and their needs; 

( Ensure carers are regularly consulted on the quality and value of the services provided by the Charity and areas for improvement.
· Promote the awareness and delivery of Young Carers Statements across Edinburgh, with young carers, their families and professionals, to ensure their personal outcomes and support needs are met at the earliest possibly opportunity 

· Organise and facilitate regular practice meetings to establish communication channels, resource sharing and good practice across relevant partnerships and stakeholders, for the benefit of improving young carer support experiences and outcomes 
· Assist the Chief Executive and Operations & Development Manager with any other relevant business to deliver the Operational Aims and Objectives in line with the EYC Business Plan 

	Working Hours and work pattern
	This role is 14 hours per week, which can be worked flexibly over the working week.

The core hours will be during office hours (9-5).  Occasional evening work and possible weekend work required for events and/or residentials

	Special conditions
	The post entails work with vulnerable people and falls within the definition of “regulated work” under the provision of the Protection of Vulnerable groups (Scotland) Act 2007. The post holder will require to be registered as a member of the Protection of Vulnerable Groups Scheme, which will involve a Disclosure Scotland check prior to a formal offer of employment being made. 

	Office Location/Base


	The post is currently based at Norton Park, 57 Albion Road, Edinburgh EH7 5QY

	Accountability and Support
	The post will be accountable to the Operations & Development Manager.  Regular support and supervision will be provided, including looking at developing skills, identifying training needs, feedback and appraisal.

	Equal Opportunities
	Edinburgh Young Carers service is committed to being an Equal Opportunities Employer.

	Annual Holidays
	Twenty five days, statutory public holidays and two floating leave days, pro-rata.

	Pension
	Edinburgh Young Carers automatically enrolls employees into an approved pension scheme, unless the employee decides to opt out.  EYC matches employees’ pension contributions by 6% of gross contributions.  

	Union
	Edinburgh Young Carers recognises the right of employees to join an appropriate Trade Union.


Person Specification
	Experience 

Requirements


	· As a minimum, 3 years’ experience in working with children and young people, including individual and group work, in a way which identifies personal outcomes, assesses support needs, develops young-person centred supportive activities, and is imaginative and empowering to young people
· Project management experience within the third or statutory sector, including service evaluation, monitoring performance against agreed objectives, moderation to ensure consistency of approach and report-writing.
· Sound understanding of, and a sensitive approach towards, the situations, needs and difficulties faced by children and young people
Experience of organising and administering own workload, with an ability to prioritise and meet deadlines.

· Experience of establishing and maintaining partnerships, and working jointly across agencies and disciplines to secure positive outcomes
· Proven ability to effectively work with people regardless of their ethnic, cultural, social backgrounds, their gender, age, religious belief, disability and sexual orientation.
· Knowledge and experience of methods of consulting and involving young people, as a minimum, in decisions, activities and services that are relevant to them

· Proven ability to manage resources effectively and to set, monitor, report on and manage a budget.

· A general understanding and working knowledge of the statutory and voluntary sector health and social care providers.

· Experience of working with young carers in a social care, health or educational capacity.
	Essential
Essential
Essential
Essential
Essential
Essential
Essential
Desirable
Desirable

Desirable 


	Qualifications 
	· Relevant qualifications in social care, community learning and development, education or similar 
· Appropriate qualifications to meet future SSSC criteria
	Desirable
Desirable



	Knowledge, 

Abilities and 

Skills

	· Ability to work independently. 
· Ability and commitment to working as part of a team. 

· Sound interpersonal skills, with ability to communicate effectively with partners, stakeholders, young carers and their families. 

· Excellent listening, verbal communication and written skills, with an ability to prepare reports and maintain appropriate records. 

· Computer literate and able to use e-mail, internet and Microsoft Office programmes.  Knowledge and experience of digital communication platforms (i.e. Teams/Zoom) would be advantageous 
· Ability to work with partner providers, effectively sharing good practice across colleagues, sensitively handling potential conflicts and delivering positive outcomes. 
· Knowledge and experience of the way statutory and voluntary agencies are organised. 
· Effective presentation skills and ability to address an audience at meetings or events. 


	Essential
Essential
Essential
Essential
Essential
Essential
Desirable

Desirable

	Personal 

Qualities
	· Self-confident and able to act on own initiative within a supervisory framework.

· Understanding of, empathy with and commitment to support the Charity’s aims and values, including the promotion of equal opportunities policies and practice.

· An approach to work which is positive, flexible and reflects a commitment to the rights of children and young people.

· Motivated, enthusiastic, and approachable 

· Willingness to attend training courses and events to assist personal development and improve service delivery. 

· A commitment to inter-agency working

	Essential
Essential
Essential
Essential
Essential 
Essential 
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