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JOB DESCRIPTION                

Smile No bullying was an innovative inter agency partnership project that started in January 2003 and was funded by the Big Lottery, through Positive Futures until December 2007. It is currently funded on an annual basis through the learning disability partnership boards of Nottingham city council and Nottinghamshire county council, managed by Nottingham Mencap. The successful applicant will be required to undertake an Enhanced level Criminal Records Bureau Disclosure 
Job Title:

Smile No Bullying Co-ordinator/ Trainer
Accountable To:
Smile No Bullying Steering group and reporting to City and County

Partnership boards as required.
Reporting to:             Lifestyle Choices Manager at Nottingham Mencap 

Salary: 

£19,621  
Hours:


37 hours per week 
Duration:
To cover for maternity leave August  2010 – March 2011. Could be opportunity for job share from April 2011 depending upon circumstances. 
Based:   
             Nottingham Mencap, Centre House, 4 Chapel Bar Nottingham 

Geographical Area:  Greater Nottinghamshire and Nottingham City 
Job Purpose  
To educate and help services embed anti-bullying practices through awareness raising and training within the learning disability field whilst upholding the principles of the Valuing People Now White Paper. 

The right candidate will have experience of a similar position, having implemented and managed administrative procedures, be well organised and a good team player and have experience of communicating positively and assertively with people at different levels.
 Key Responsibilities and Accountabilities
1. To ensure the Health and Safety needs of self, service users, volunteers and others are recognised and assessed in conjunction with the Lifestyle Choices Manager.
2. To be aware of the requirements of the Data Protection Act and other legislation, ensuring confidentiality of information in respect to records maintained and tasks undertaken.
3. To help services embed anti-bullying policies through awareness training for parents, staff and service users. 
4. The coordinator will work with managers, staff, services users and carers to provide a support network for staff to monitor, evaluate and review anti-bullying work to ensure anti bullying practices are in place across the services. 
5. To work with residential homes, supported living, day services, the public etc in taking a more proactive approach in promoting their duty to disability equality (DED) and eliminating discrimination.
6. To develop and build links between schools and learning disability services to tackle bullying and deliver anti bullying assemblies / workshops in schools   To working  alongside the SEAL of approval guidelines.

7. To continue working with the Police on Hate Crime initiatives.
8. To work within the steering group’s statements of purpose, core values and policy guidelines. This includes a duty to challenge and report abusive or poor practice. 
9. To demonstrate through contacts and income generation the consultation provided to a range of different agencies to identify staff training needs.
10. To train staff working in all agencies in the city and county on “train the trainer” initiatives. 
11. To plan and facilitate training to involve parents, staff and service users to ensure that bullying is tackled effectively and prevented from happening. 
12. To work with service users as Champions within the project 
13. To develop, promote and deliver resources for the Smile No Bullying project
14. To organise, establish, lead and support a County/City Smile No Bullying Multi Agency groups and work closely with partners including Transport, Nottinghamshire Police, Safeguarding agencies and Hate Crime initiatives.
15. To network with appropriate regional and national organisations.
16.  To produce a quarterly Smile No bullying newsletter 
17. To work alongside and support service users and volunteers involved in the development and delivery of the Smile No Bullying work in the community and assist in the drawing up of action plans.
18. The coordinator will undertake local research and share national developments in relation to bullying, hate crimes and harassment. 
19. To work to specific targets and standards set by the project funders. To proactively initiate and log personal/professional development and work-related issues and actively participate in supervision meetings. To liaise and report as required to Nottingham City and County Partnership Boards. 
PERSON SPECIFICATION

	CRITERIA
	ESSENTIAL
	DESIRABLE
	

	Educated to GCSE, (or equivalent), in maths and English, grades A-C, or be able to evidence performance at the equivalent levels.  
	(
	
	A, I,



	A clear understanding of equal opportunities and anti-discriminatory practice. With knowledge of relevant current legislation and practice i.e. Valuing People Now
	(
	
	A, I,


	Experience of working directly with young people and/or adults with learning difficulties and their families carers
	(
	
	A, I, 



	Knowledge of the Smile no Bullying project


	
	(
	A, I, 

	Marketing experience.

	
	(
	A, I, 

	Provision group leadership and facilitation skills.
	(
	
	A, I, 



	Ability to develop flexible training packages and materials as required by service providers and service users.
	(
	
	A, I, 



	Excellent communication and literacy skills.
	(
	
	A, I, 



	Excellent interpersonal skills and ability to relate to people at all levels.
	(
	
	A, I, 



	Good negotiation skills.
	(
	
	A, I, 



	Ability to motivate others and effect change
	(
	
	A, I, 



	Project management skills, effective organisation and prioritisation.
	(
	
	A, I, T



	Effective presentation skills.
	(
	
	A, I, T



	Able to self motivate and work as part of a

team.
	(
	
	A, I, 



	Ability to set up and monitor effective evaluation processes.
	(
	
	A, I, T



	Computer literate.
	(
	
	A, I, T

	Ability to drive with full use of a car, or a car and driver or person with a disability- use of taxis
	(
	
	A, I, 



	Knowledge of voluntary organisations, local authorities, education and health services.
	(
	
	A, I, T




 A - Application Form    I – Interview      T - Practical test  
Full time, Mat cover June 10

