Job Description
Job Title:
PlayVan Development Worker
Benefits: 


Contributory pension scheme.  
Hours of Duty:
20 hours per week, term time only + 2 weeks (days / hours to be agreed )

(15 days holiday per annum, 5 Bank Holidays, discretionary Christmas holiday)

Place of work
The majority of your work will take place in the community with administrative tasks primarily undertaken from home.

Office Location
The main office base is located at: Diocesan House, 109 Dereham Road, Easton, Norwich NR9 5ES.

To ensure the best service to the needs of the Diocese your base may be moved within the Diocese.
Responsible to:

Chair of the Trustees of the PlayVan. (This maybe delegated to a nominated Trustee at the Chairman’s discretion).
Key Working Relationships:

Internal:
· All staff within departments of the Diocese
· Trustees of the PlayVan

External:
· Members of the Bishop’s Staff, Clergy and laity of the Diocese

· Action for Children

· Library service

· Health Visitors and team delivering Healthy Child Programme

· Schools

· Early Years providers

· Third sector organisations providing Family Support, Health and Community Development programmes

MAIN DUTIES:

· Lead the development and facilitation of parent, baby and toddler groups in targeted areas, planned and evaluated according to the Early Years Foundation Stage. Working with groups of parents/carers in rural locations.

· Liaison with Action for Children in developing new groups.

· Liaison with other agencies in support of parent, baby and toddler groups known to the PlayVan.
· Lead on the recruitment and training of volunteers to work within the group including Covid policy adherence. Develop database to support the induction, training and personal development of volunteers to enable them to independently lead the group after a specific period. 
· Be responsible for the PlayVan Vehicle ensuring it is correctly maintained.

· Complete summarised group evaluations to support outcome monitoring and funding bids.  

· Maintain full and accurate records as set by Trustees.

· Contribute to a safe and effective service by adhering to safeguarding, health and safety, GDPR and other key PlayVan policies and procedures. 

· Follow the practice and procedures laid down within the Diocese of Norwich staff handbook.
· Attend the PlayVan Trustees meetings on request and deliver a report outlining the current activities.

· Be a member of the Diocesan Children, Youth and Families Task Force and attend other Diocesan meetings as agreed with the Trustees.

· Accept invitations from within the Diocese to provide play activities for special events e.g. Cathedral family days and Royal Norfolk Show.
· Provide a presence at local events to promote and fundraise for the PlayVan’s work in local communities, as agreed with the Trustees. 

· Supervision of PlayVan worker (when in post), including induction, practice modelling, performance and safeguarding management. 

· Maintain an online presence promoting the PlayVan and its activities via social media and local websites. Advertise and recruit for volunteering opportunities and when necessary, produce engaging online content for PlayVan families. 
· Establish online contact with families during lockdowns.
· Fundraising - assist with fundraising and grant applications.

PERSON SPECIFICATION: 
Knowledge & Skills
	
	Desirable
	Essential

	Knowledge of baby and child development
	
	x

	Good communication skills, both written and verbal
	
	x

	Good interpersonal skills and the ability to deal with people at all levels
	
	x

	Good attention to detail, accuracy, and thoroughness in all aspects of the work
	
	x

	Ability to work independently 
	
	x

	Ability to work to deadlines
	
	x

	Excellent organisational skills
	
	x

	Good record keeping skills and the ability to work methodically
	
	x

	Knowledge of the Church of England and church structures
	x
	

	Experience of supervising staff
	x
	

	Experience of developing and delivering community activities
	x
	

	Confident in using online communication facilities
	x
	


Qualifications & Experience
	
	Desirable
	Essential

	Qualified teacher or related education qualification at level 3 with regards to working with young children
	
	x

	Experience in similar roles
	x
	

	Experience of handling strictly confidential information
	
	x

	Hold, or be willing to gain a certificate in;
· First Aid

· Introduction to Safeguarding 

· Food hygiene

· Risk assessment
	
	x

	Current driving licence
	
	x


Availability

	
	Desirable
	Essential

	The role involves attendance at meetings and events at a range of venues around the county, some on weekends, early mornings or late evenings, as well as the ability to be away from the Diocese on residential activities.  Notice will be given of these and time off in lieu is available.
	
	x

	Have a car available for travel throughout Norfolk
	
	x


Personal Attributes
· Effective communicator and ability to interact with all members of the community, particularly the most vulnerable, to offer an inclusive service

· Able to work under pressure to meet targets and deadlines

· Calm and professional disposition

· Self-motivated and enthusiastic

· Able to respond effectively to changing priorities

· Able to work effectively without supervision

· Willing to accept responsibility

· Attention to detail

· Supportive of the aims and purpose of the Church of England and the Diocese of Norwich and 


willing to embrace Christian Distinctiveness within the groups.

THIS JOB DESCRIPTION IS NOT AN EXHAUSTIVE DOCUMENT BUT IS A REFLECTION OF THE DUTIES AND RESPONSIBILITIES APPLICABLE AT THE TIME OF ISSUE.  Details and emphasis are subject to amendment and revision in the light of the changing needs of the Trustees of the Diocese of Norwich PlayVan 
