Post advertised is open to women only.  For this post being a woman is a genuine occupational requirement in accordance with Article 10 (2) (e) of the Sex Discrimination NI Order 1976 (as amended).  

In order to comply with the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 Women’s Aid Federation Northern Ireland is required to explore the successful candidate’s suitability to work with vulnerable adults and children through ACCESS NI pre-employment screening.  
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JOB DESCRIPTION
Job title:
24 Hour Domestic & Sexual Violence 


 Helpline Worker (24 Hours)
Responsible to:
24 Hour Domestic & Sexual Violence 


Helpline Manager

Location:



Women’s Aid Federation Northern Ireland offices, 129 University Street, Belfast BT7 1HP

Aim of post:
To work as part of the Helpline team to deliver the 24 Hour Domestic & Sexual Violence Helpline service, providing direct support and information to all women and men affected by domestic & sexual violence, and information to outside agencies.
Please note interviews will take place on Wednesday, 11th April 2018

	KEY RESPONSIBILITIES:
	· To ensure that the Helpline is staffed at all times as the first point of contact for service users.
· To provide support on a multi-channel Helpline including telephone, email and text and webchat support to all contacts to the Helpline. 

	
	

	
	· To ensure that abused women, children and young people, male callers and relevant statutory and voluntary agencies receive an effective and appropriate response.

	
	

	
	· To keep up to date with developments within domestic and sexual violence and attend training and events to update knowledge base.

	
	

	
	· To encourage and support the team of staff and volunteers to provide a high standard of support and information for all women and men experiencing domestic and sexual violence and to all voluntary and statutory agencies seeking support or information.

	
	

	
	· To act as a referral point to local Women’s Aid refuges and resource centres.

	
	

	
	· To ensure that systems for recording and monitoring all contacts to the Helpline including voice, email and text support together and administration contacts are accurately maintained and to support these developments.


SPECIFIC DUTIES

1.0
HELPLINE
1.1
To provide direct support and information to all women and men seeking help who are affected by domestic and sexual violence and to outside agencies, to include support via telephone, webchat, email and text.

1.2
To ensure the Helpline operates according to the policies, procedures and guidelines of Women’s Aid Federation NI.

1.3
The post requires on-call duties and flexible working.  This will involve operating over a seven day rota including evenings, late shifts up to 1am and weekends, occasional Bank Holidays.and overnight shifts.
1.4
The post requires occasional work in Women’s Aid Refuges.  

1.5
To attend training as and when required to develop skills.

1.6
To attend practice related supervision to ensure best practice in calls and encourage self-care.

1.7 
To help support a 24 hour rota and be flexible within this rota according to the needs of the Helpline.

1.8
To provide on-call back up support for Helpline on a rota basis.

2.0
INFORMATION AND RECORDING SYSTEMS

2.1
To maintain and support developments of an information service to statutory and voluntary agencies.


2.2
To assist in the development of an information bank relevant to the Helpline needs.


2.3
To assist in resourcing local Women's Aid groups; to provide groups with updated information and support as necessary.


2.4
To maintain accurate recording systems to enable monitoring and evaluation of the project.


2.5
To maintain accurate information on current bed space allocation across all local Women’s Aid refuges in Northern Ireland together with up to date on-call information for all Women’s Aid Groups out of hours.

3.0
HELPLINE STAFF/VOLUNTEERS

3.1
To contribute to the development and maintenance of a good communication network within the Helpline team.


3.2
To provide guidance and support to volunteers, as appropriate.


3.3
To provide structured supervision to volunteers, as appropriate.


3.4
To attend volunteer meetings and events throughout the year.


3.5
To deliver training to current and new volunteers as and when needed.

4.0
CONFIDENTIALITY & BEST PRACTICE  

4.1
To maintain a high level of confidentiality for all duties undertaken, adhering to best practice in data protection.

4.2
To ensure that all duties undertaken are in accordance with child protection and vulnerable adults’ policies and best practice.
5.0
REPORTS AND MEETINGS

5.1
To provide verbal and written reports as requested.

5.2
To attend Domestic & Sexual Violence Helpline team meetings and group 
and individual supervision, both external and internal.

5.3
To attend any other meetings necessary to the smooth running of the project.
6.0
HELPLINE OUTREACH PROJECT


6.1
To provide support to the Helpline Outreach Project, by attending regional events to raise awareness of the Helpline across Northern Ireland.


6.2
To deliver presentations to different groups within the voluntary and statutory sectors to raise awareness of the Helpline. 
7.0
Health & Safety

To ensure that Health and Safety regulations are adhered to within the Helpline and to ensure that a healthy and safe environment is maintained for staff, volunteers and visitors. 
8.0
ATTITUDE & BEHAVIOUR


Adhere to the ethos of Women’s Aid, displaying attitudes and behaviours appropriate to the organisation and respect the rights and responsibilities of others.

9.0
ANY OTHER TASKS

To undertake such other reasonable duties as may be required.

	SALARY:
	NJC Point 20 – Point 23 
(£19,430 - £21,268) pro rata

(April 2017) 

	DURATION: 
	One year or six month maternity cover


	HOURS OF WORK:
	24 hours per week

This post will operate over a 7 day rota including evenings (with some shifts up to 1am), weekends and occasional Bank Holidays and overnight shifts.

	HOLIDAYS:

	25 days plus public holidays (pro rata)


	
	This job description is not meant to be definitive and is open to modification to accommodate changing needs in the organisation and 
may entail carrying out other such duties as are consistent with the responsibilities of the role.
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