Belfast Domestic & Sexual Violence Partnership 
JOB DESCRIPTION
JOB TITLE:
Belfast Domestic and Sexual Violence Partnership Co-ordinator



     
25 hours per week 
ACCOUNTABLE TO:      
The Chair and Vice Chair of the Belfast Domestic and Sexual 
                                         
 Violence Partnership

MANAGED BY:               
Belfast and Lisburn Women’s Aid (BLWA)
LOCATION:                    
Based at BLWA Support Centre, South Belfast 
Summary of post
The post holder will be responsible for the co-ordination and development of the Belfast Domestic and Sexual Violence Partnership’s activities as outlined in its Action Plan.  The post-holder will also be responsible for supporting the work of the working groups and the dissemination of information on current activities and services between member agencies, aimed at maximising the choices and services available to victims of domestic violence. 

Main responsibilities
1. To work with the Domestic and Sexual Violence Partnership to ensure its effective and efficient operation

2. To co-ordinate and support the working groups.

3. To participate and contribute towards the work of the Regional Co-ordinators Group

4. To ensure effective communication with and between member agencies of the Partnership

5. To assist the Partnership’s member agencies in the identification of awareness raising and training needs and to assist in the facilitation of training programmes

6. To manage the Partnership social media, including developing content. 

7. To manage the administrative function of the Partnership, including the preparation of agendas and minute taking 
8. To provide administrative support to the Chair of the Partnership including the updating of relevant material on the Partnership website and App.
9. To assist with the development of domestic and sexual violence policies, good practice guidelines and other information for member organisations

10. To collect and disseminate information on domestic and sexual violence and submit briefing papers to the Partnership

11. To raise awareness about domestic and sexual violence and the work of the Partnership

12. Be familiar with and adhere to organisational policies and procedures

13. Attend supervision and relevant team/organisation meetings and training

14. Respect the confidentiality of all information received as a result of the post holder’s duties

15. Carry out any other duties as required

Generic responsibilities to inform the Partnership’s operational and strategic context. 
1. To monitor and evaluate projects/initiatives undertaken by the Partnership and assist in the preparation of reports as required.

2. To provide information/data as required for use in planning, development of services and funding applications. 

3. To seek and apply for funding to support the work of the Partnership and thereafter submission of evaluation reports 

4. To avail of work/practice experience within Women’s Aid and other services to support the work of the Partnership. 
General Responsibilities 
To ensure personal accountability and respect in working with member organisations of the Partnership as well as to victims and perpetrators of domestic violence and their families. 
Hours:
25 Hours per week 
Salary:
NJC Scale points 18-25  Starting salary: £24,982 per annum pro rata
Belfast Domestic & Sexual Violence Partnership Co-ordinator
Personnel specification
	
	Essential
	Desirable

	Experience
	· Experience in domestic violence related work within the voluntary/community and/or statutory sector
· Experience of managing social media

· Experience of organising events – in person and online
· Experience of multi-agency and inter-disciplinary work


	· Experience of facilitating and co-ordinating training

	Knowledge
	· Demonstrate a good understanding of the dynamics, impact and scale of domestic and sexual violence
· Knowledge of the community, statutory and voluntary sectors in NI 

· Demonstrate an understanding of current legislation, policy initiatives and best practice in relation to domestic and sexual violence

	

	Qualifications 


	· Hold a relevant Professional Qualification eg.Health Professional, Social Worker or a relevant degree in Health or the Social Sciences 
	

	Skills and abilities
	· Demonstrate excellent organisational skills, including the ability to prioritise under pressure and work very independently
· A broad base of administrative and IT skills.  Good level of proficiency in MS Office 
· Excellent communication skills – written and verbal


	

	Other


	· A current driving licence and/or *access to a form of transport which allows you to fulfil the requirements of the job


	


* This relates to any person who has declared they have a disability which debars them from driving

