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05 July 2019
Dear Applicant

Development Officer User Involvement
Further to your request for information regarding the above post, please find enclosed the following:

1. Job Description and Person Specification

2. SDF Terms and Conditions

3. Application Pack.

The closing date for applications is 5 August 2019 at 10.00am. Applications should be returned by email to recruitment@sdf.org.uk or by mail to the Glasgow Office.

We are keen to employ people who show a clear aptitude and understanding of the key areas of work in which we will be involved.

Interviews 14 August 2019.

In the meantime we would like to thank you for the interest you have shown in our organisation.

Yours sincerely

for SCOTTISH DRUGS FORUM

Katharine Ronald

Katharine Ronald HR Manager

Enc

	Main Office

Scottish Drugs Forum 91 Mitchell Street Glasgow G1 3LN

t: 0141 221 1175

f: 0141 248 6414

e: enquiries@sdf.org.uk
	Edinburgh Office Scottish Drugs Forum 139 Morrison Street Edinburgh  EH3 8AJ t: 0131 221 9300

f: 0131 221 1556

e: enquiries@sdf.org.uk
	Online

www.sdf.org.uk www.scottishdrugservices.com
	Scottish Drugs Forum (SDF) www.sdf.org.uk is a company limited by guarantee, registration no. 106295 with charitable status and is also a registered Scottish Charity registered SC 008075.

Registered Office: 91 Mitchell Street, Glasgow G1 3LN
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JOB DESCRIPTION

Job Title:


Development Officer – User Involvement
Accountable to:

Operations Manager
Grade & Starting Salary:
£29,946 - £32,618
Working Hours:
35 hours per week

Base:
Glasgow – national travel required
Term:



24 month fixed term contract
 
(with potential to be extended) 


SDF will also consider the role being covered as a secondment opportunity 
Scottish Drugs Forum has pioneered and developed peer research as a key part of its user involvement activity. Peer research allows the voices and experiences of people who have experienced or are experiencing problem substance use to be heard where decisions are being made.

Peer research also creates volunteering and employment opportunities for people who have themselves had substance use problems by which they gain work experience, training and support that, for some, is a valuable part of their pathway to employment.

Currently, SDF has active user involvement and peer research groups in East Dunbartonshire, East Ayrshire, Tayside and Fife.
The post holder will be a dynamic person with skills and experience to coordinate and develop user involvement opportunities across Scotland. As a Development Officer you will recruit, train, support and sustain a team of peer researcher volunteers. You will also explore opportunities for further peer research across Scotland by engaging with key stakeholders and capture feedback, articulate outcomes and complete regular reports. 
Given the research element of this role it is essential that you have a track record of undertaking research, a thorough knowledge of research methods as well as a demonstrable track record of writing research and other reports.
The key tasks are:

1. Assessing and recruiting appropriate volunteers in conjunction with local services and established group members.

2. Ensure, through coordination, that both new and existing members are fully trained in a variety of areas that assists an individual in developing their own skills and team working to ensure individuals feel confident and able to carry out identified tasks. 

3. Enable peer volunteers to achieve their own goals as well as negotiating with the individual their involvement with services and service development in the area. 
4. Undertake both quantitative and qualitative research into aspects of service provision within the addiction and BBV fields in Scotland, working with commissioners on aims, objectives and design of projects and ensuring compliance with ethical guidelines including ethical approval at local and national level as well as maintaining adherence to the provisions of the Data Protection Act.

5. Working on surveys canvassing the views of people who use drugs on a wide range of issues. These surveys will be carried out by peer researchers and can be initiated by the groups or from relevant voluntary and statutory sector agencies operating in the area. This work will include coordinating the survey work including making arrangements, as and when appropriate, for links into agencies and other sites for interviews.

6. To engage in development activities with peer researchers in order to prepare them for other appropriate opportunities.
7. To write and disseminate research reports to a wide audience

8. To present on findings of research and experience of user involvement as necessary

In addition the development officer would have the following crucial roles:
a. Ensuring that the local protocols, policies etc for any work peer researchers are involved in are developed with the group and that all members adhere to them.
b. Ensuring as far as possible the safety of members at locales where any group activity such as survey work is taking place.
c. Working in partnership with key staff (therapeutic and non therapeutic) to progress individuals development and ensure that any individual’s work is not injurious to or deleterious to their recovery.
d. Supervising finances, disbursement of expenses petty cash, etc.
Other job activities
1.  To promote SDF and its work and develop new funding opportunities for SDF in line with Strategic plan.
a. Work closely with key individuals and organisations at strategic and operational levels, in support of SDF’s objectives.
b. Support and contribute to relevant initiatives, events and networks led by partners.
c. Ensure, in conjunction with relevant staff, that SDF’s activities and funded projects gain appropriate exposure.
d. Maintain good relationships with other organisations working in the field.
e. Attend conferences and seminars as required and give presentations/talks or present evidence to external bodies.
f. Ensure that the SDF website has up-to-date and pertinent information regarding Project activities and objectives.
2.   To promote SDF membership
a. To work closely with the relevant people to identify gaps in SDF’s membership.
b. To actively promote SDF’s membership to key stakeholders.
c. To liaise with allocated members on a regular basis.
3.   To identify and produce material for inclusion in SDF’s publications
a. To ensure that all relevant information is passed onto the appropriate person for the SDF Bulletin.
b. To provide material for inclusion in SDF’s annual report
4.   Teamwork
Teamwork is a vital aspect to the success of SDF and all members of staff are expected to:
a. Take part in regular team meetings and management team meetings
b. Cover for absent staff where applicable.
Responsibilities of all SDF Staff:  
a)
To demonstrate an awareness and commitment to the ethos and objectives of SDF.
b)
To adhere to all internal and external SDF policies, procedures, systems and guidelines and to contribute constructively, as required to their ongoing development.   
c)  To undertake other duties relevant to the post and on occasion wider duties pertinent to SDF’s strategic objectives and appropriate to the seniority of the post.  
d)  
To actively participate in supervision, appraisals, team meetings and to accept responsibility for identifying and meeting professional development and training needs as part of an ongoing process.  
e)  
Maintain positive and constructive working relationships with all members of your immediate team and the wider SDF team, to ensure that all staff are kept up to date with all relevant issues and developments. 
f) 
Maintain confidentiality, as appropriate, with sensitive or privileged information, including day-to-day observance of Data Protection guidelines. 
h)
If necessary, from time to time, to work outside normal working hours for which time off in lieu (TOIL) will be given. 
i) 
Secure premises, including setting alarm, as necessary. 
j)
Have regard for your own personal health and safety and that of those around you. 
This job description is intended to outline the post at this stage of development.  It is not an exhaustive list and it is recognised that jobs change and evolve over time.  Post holders will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job, and to respond positively and flexibly to changing organisational needs.
	Person
specific area
	DEVELOPMENT OFFICER
User Involvement Person Specification
	Level of requirement

	Relevant experience 
	· Display working experience within a relevant field – voluntary sector, community education, health or social work.
· Experience of small scale project management.
· Relevant knowledge and experience of working with vulnerable and excluded people.
· Experience of managing group dynamics.
· Experience of research and survey work.
· Experience of participation in developing successful funding bids. 
· Demonstrate previous ability in planning/delivering training.
· Experience of writing reports for various audiences including research
	All Essential


	
	· Experience of work with/providing support to volunteers.
· Experience of being a volunteer
	Desirable
Desirable

	Qualifications 
	· Educated to degree level and/or relevant professional/vocational qualification and/or relevant experience.
	Essential


	Job related skills 
	· Evidence of ability to effectively engage diverse groups with different needs. 
· Proven record of producing clear written materials.  
· Ability to present information at meetings.
· Ability to use individual initiative and work to tight deadlines within a changing teamwork culture.
· Working knowledge of Microsoft Office, the internet & Outlook Express.
· Ability to positively engage and communicate with a wide variety of stakeholders
	All essential

	Personal attributes 
	· Evidence of key interpersonal skills such as active listening, cultural sensitivity, healthy working boundaries, non-judgemental and an ability to manage conflict.
· Evidence of working with people from varying backgrounds – service users, volunteers, frontline staff and local policymakers. 
· Self motivated and can work on own initiative. 
	All Essential


	Work circumstances 
	· Willingness to cover a wide geographical area 
· Ability to drive and access to a car.
	Essential
Desirable

	PVG
	· This post is subject to Membership of the Protection of Vulnerable Groups Scheme and a disclosure satisfactory to SDF as the post holder will be working with protected adults.
	Essential
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Summary information on

Terms and conditions

Hours

Normal weekly hours of work will be 35hrs 9am to 5pm Monday to Friday with 1 hour for lunch (unless part time hours). Occasional evening and weekend work may be required. Compensatory time off will be given for excess hours worked. SDF operate a non contractual flexi time system which staff can opt into.

Holidays

The holiday year runs from 1 April to 31 March. The holiday allocation is 26 days paid holiday (pro-rata for part time) each holiday year. In addition to this, 15 general and public holidays are also given in each full calendar year (pro rata for part time). Public holiday dates are set at the beginning of each year. Five public holiday days are allocated to the period between Christmas and New Year when the office is closed.

Salary

All salaries are paid monthly by BACS, on the 25th of each calendar month.

Appointments are generally made at the bottom of the advertised scale. Any variation  must be justifiable and evidenced on the basis of specific enhanced skills in relation to the post and direct relevant experience.

Pensions

SDF will contribute 6.5% of annual salary.

Expenses

Reasonable expenditure properly incurred by staff on authorised business is reimbursed.
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APPLICATION FOR EMPLOYMENT

(Part A)

This form should be completed and returned to Recruitment, Scottish Drugs Forum, 91 Mitchell Street, Glasgow, G1 3LN

recruitment@sdf.org.uk
Please complete this form clearly in dark ink or black typescript

Scottish Drugs Forum is committed to providing equal opportunities to all members of staff and job applicants and will not discriminate either directly or indirectly on grounds of gender, age, race, ethnic or national origin, disability, sexual orientation, religion or belief, actual or perceived HIV/HIV status or perceived association with an HIV positive person.

In order to assess the effectiveness of our Diversity Policy it is necessary to monitor all data in relation to these areas. Your co-operation in completing this questionnaire would  be greatly appreciated; however, you are under no obligation to provide such data. All information is gathered in order to provide statistical information for monitoring purposes and will be treated in strictest confidence.

On receipt of your application, the questionnaire will be detached from the application form and will not be made available to any person involved in the selection process.

	POST APPLIED FOR: Development Officer – User Involvement
	For Office use only: Applicant Number

	Where did you see the post Advertised?
	


	PERSONAL DETAILS:

	First Name:
	
	Title:
	

	Surname:
	

	Address:
	

	
	

	
	

	Postcode:
	

	Email address:
	

	Tel Home:
	
	Mobile:
	
	Work:*
	


* Please indicate whether we may, with discretion contact your work (yes, No)

	GENDER:
	Female 
	Male 
Transgender 
Other 

Prefer not to say


	AGE:
	16-24

25-34
	
35-44

55-64



45-54

65+


	DISABILITY:

A person has a disability if s/he has a physical or mental impairment which has a substantial and *long term adverse effect on his/her ability to carry out normal day to day activities (Equality Act 2010).

* Long term means more than 12 months

	Do you consider yourself to have a disability or health condition?
	Yes

	No

Prefer not to say


	If yes, Does your condition or illness affect your ability to carry out day-to- day activities?
	Yes, a lot 
	Yes, a little 
Not at all 

	SEXUAL ORIENTATION:
	Bisexual Gay /Lesbian
	· Heterosexual


· Prefer Not to Say


	ETHNIC ORIGIN:

Relate to a sense of identity/belonging on the basis of a race and/or culture
	WHITE

	
	Scottish Welsh
	English 
Irish


· Other
 


	
	BLACK, BLACK SCOTTISH, BLACK BRITISH, ASIAN, ASIAN SCOTTISH, ASIAN BRITISH

	
	Bangladeshi African 

Other:
	· Indian

Pakistan


Caribbean  
Chinese


 


	
	OTHER ETHNIC BACKGROUND (please state)

	
	

	
	Prefer not to say


	RELIGION or BELIEF:
	Buddhist
	
	Sikh


	This question relates to religion, faith and belief systems. We collect this information to ensure our policies and practices do not disadvantage individuals from particular

religious, faith or belief backgrounds or those with no religious beliefs.
	Christian

Hindu Jewish Muslim
	






	No Religious Beliefs


Other Religion or Belief, please state: 
_

Prefer not to say


	CONSENT: - Under the terms of the Data Protection Act 1998, I consent to the information that I have provided being used to monitor the effectiveness of Scottish Drugs Forum’s (SDF) Equal Opportunities Policy and for statistical monitoring and reporting purposes. I understand that the information I have

provided will be entered onto SDF’s computerised Human Resources database and that it will be treated in the strictest confidence in accordance with SDF’s Data Protection Policy.

	Signature:
	
	Date:
	


 
APPLICATION FORM FOR EMPLOYMENT

(Part B)

Please complete this form clearly in dark ink or black typescript

The information contained in part B will be used as part of the selection process and will therefore be made available to all persons involved in the selection process.

	POST APPLIED FOR
	Development Officer – User Involvement

	For administrative purposes, please ensure that you put your initials in this box:
	
	For office use only: Applicant Number
	


	Education

Secondary Education – give details of any qualifications which you have from school

	Qualification
	Grade
	Where Achieved
	Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Further vocational and higher qualifications

	Qualification
	Grade
	Where Achieved
	Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Professional Qualifications (i.e. membership of Professional Institutes or Associations etc.)

	


Short courses – Specialist training – Detail title, length, certificates gained etc

	


Continue on a separate sheet if required

	EMPLOYMENT HISTORY


1. Begin with your most recent employer. Please give reasons for any gaps in employment.

	Name of Employer:
	
	Notice Period:
	Position Held:
	

	Employer Address:
	
	Date From:
	

	
	
	Date Left:
	

	
	
	Reason for Leaving:
	

	Can we contact your current employer prior to interview?

Yes/No
	Telephone Number:
	

	Duties:
	


2.

	Name of Employer:
	
	Position Held:
	

	Employer Address:
	
	Date From:
	

	
	
	Date Left:
	

	
	
	Telephone Number:
	

	Reason for Leaving:
	

	Duties:
	


3.

	Name of Employer:
	
	Position Held:
	

	Employer Address:
	
	Date From:
	

	
	
	Date Left:
	

	
	
	Telephone Number:
	

	Reason for Leaving:
	

	Duties:
	


PREVIOUS EMPLOYERS

	Dates Worked
	Employer name and address
	Position held and nature of duties
	Reason for leaving

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Continue on a separate sheet if required

	Right to Work in the UK

	Prior to appointment you will be required to show documentation confirming your right to work in the UK. This may be a passport, P45, P60 National Insurance card or other prescribed  documents.

	Health

	If an offer of employment is made, you may be required to complete a medical questionnaire. All employment is subject to the receipt of medical clearance satisfactory to the Scottish Drugs Forum.

If you have a disability please tell us below about any adjustments we may need to make to assist you at interview:

	Rehabilitation of Offenders Act 1974

	The rehabilitation of offenders Act 1974 (Exceptions) Order 1975, as amended applies to many posts within Scottish Drugs Forum. In such instances offers of employment will be subject to a satisfactory disclosure/PVG Membership being received. See SDF Policy for Recruitment of Offenders for further details.


	Skills And Experience

	Using the person specification and job description, please tell us about your qualities, skills and experience that you believe make you the right person for this post. Please make sure you give relevant examples to illustrate how you will meet the essential and desirable requirements as detailed in the job description. Please continue on a separate sheet if necessary (1 A4 sheet only). CVs will not be considered.

	


	Please State Briefly Your Reasons For Applying For This Post

	Please continue on a separate sheet if necessary (1 A4 sheet only).

	


	References


List two professional referees who are familiar with the quality of your work, have worked directly with you, and have known you at least two years. (One of these must be your last employer)

*Please tick the box if you have any objections to a referee being contacted prior to interview.

	Name and Address of Reference
	Name and Address of Reference

	Name:
	
	Name:
	

	Occupation:
	
	Occupation:
	

	Organisation:
	
	Organisation:
	

	Address:
	
	Address:
	

	
	
	
	

	
	
	
	

	
	
	
	

	Email Address:
	
	Email Address:
	

	Contact prior to interview:
	Yes

No

	Contact prior to interview:
	Yes

No



	Declaration

	I certify that all the information contained in this form is true and correct to the best of my knowledge. I am aware that false information or omissions may lead to dismissal without notice.

In terms of the Data Protection Act 1998 I consent to the information which I have provided being used to evaluate my application for employment. I understand that the information I have provided will be entered onto Scottish Drugs Forum computerised Human Resources System and will be treated in strictest confidence.

	Signature:
	Date:

	Please return completed Application Forms, before the specified closing date, to -

	Recruitment

Scottish Drugs Forum 91 Mitchell St GLASGOW

G1 3LN
	OR

Email
recruitment@sdf.org.uk
Fax
0141-248-6414
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