Lifeskills – Learning for Living

General Assistant
Term-time only (39 weeks a year + pro rata holiday pay) 

37 hour week (8.30am-4.30pm, 4pm on Friday)

Fixed term contract (starting 6th January 2020, finishing 23rd July 2021) 

Salary £20,000 (to be pro-rated to reflect term time working)
Application Forms only.  CV’s will not be accepted.
1.
JOB DETAILS
Hours
Fixed term contract.  37 hours per week – school term time only (39 weeks a year).
Location

Lifeskills, 4th Floor, The Create Centre, Smeaton Road, Hotwells, Bristol, BS1 6XN.
Access

Wheelchair accessible.
2.
JOB PURPOSE
This is a busy, active role providing support for the day-to-day running of the charity.  
3.
ACCOUNTABILITY

The Assistant will report to the General Manager.

4.
DUTIES AND RESPONSIBILITIES

a) Administrative duties including data input using Excel spread sheets
b) Communication by phone and email with individuals, schools and other organisations

c) Assisting with the co-ordination of volunteers

d) Co-ordinating and hosting school visits – including giving talks to classes and liaising with teachers
e) Working as part of a small team to ensure that the Charity runs smoothly

f) Working as a guide with small groups of year 6 children (as required)
g) Any other duties (as required)
5.
KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED

Essential

a) Administration, literacy and numeracy skills
b) Experience in using Word and Excel
c) Good organisational skills 
d) Verbal communication and inter-personal skills
e) Ability to present talks to visiting school classes and encourage feedback
f) Well motivated, able to work on own initiative and prioritise work
g) Willingness to develop new skills and get involved with all aspects of the charity
h) Keen to work as a member of a small team and sharing ideas with colleagues
i) Willing to train and perform the role of a volunteer guide
Desirable

a) Experience of working with volunteers
b) Experience of working with children
General Requirements

“Lifeskills is committed to safeguarding and promoting the welfare of children and young people and requires all staff and volunteers to share and demonstrate this commitment.” 
a) Due to the nature of the position, any offer of employment will be subject to a satisfactory enhanced disclosure report from the Disclosure and Barring Service (DBS). 
b) The successful applicant will be required to complete an online Safeguarding course.

6.
SPECIAL NOTES OR CONDITIONS

The post holder may occasionally be required to work outside normal working hours in which case due notice will be given.  

7.
COMMUNICATIONS AND WORKING RELATIONSHIPS

Contact is made with a wide variety of people and organisations locally, regionally and nationally.  They range from senior managers to junior staff in private, public and voluntary organisations and the general public.

8
SOME OF THE MOST CHALLENGING ASPECTS OF THE JOB

The post holder must be able to plan their own workload and perform the role with minimal supervision.  The post holder must be adaptable and flexible in their approach to the role in order to meet the needs of the job.  As Lifeskills has a small staff team, it is essential that everyone is willing to “muck in” to ensure that the Centre runs smoothly.  The challenge of this post lies in the need to perform tasks to a high standard and work competently as part of a small team.

9.
COMMITMENT TO HEALTH AND SAFETY, CONFIDENTIALITY AND EQUAL OPPORTUNITIES

Health and Safety/Security

It is the duty of all employees to work in such a way that accidents to themselves and to others are avoided, and to co-operate in maintaining their place of work in a tidy and safe condition, thereby minimising risk.
Confidentiality 

The post holder will have access to confidential information.  No information of a personal or confidential nature concerning individuals should be divulged to anyone without the proper authority having first been given.

Equal Opportunities    
Lifeskills is committed to equality of opportunity in the workplace.
This Job Description is subject to review and amendment in response to the changing needs of Lifeskills.
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APPLICATION FORM

	Position applied for:
	General Assistant




	PERSONAL DETAILS

	Surname:


	Forenames:   

	Address:

Telephone number (Home):

Telephone number (Mobile):

Email address:




	EDUCATION

	Full time secondary education:

	From
	To
	School
	Examination taken and results

	
	
	
	


	College/University/Further Education:

	From
	To
	School/University
	Subjects studied and qualification attained (including class)

	
	
	
	


	EMPLOYMENT HISTORY  (current/most recent first) continue onto additional page if needed.

	Name and address of employer:


	Job Title:
	Dates:

	Current salary or voluntary:


	Bonus/benefits:

	Duties and responsibilities:



	Reason for leaving:




	Name and address of employer:


	Job Title:
	Dates:

	Current salary or voluntary:


	Bonus/benefits:

	Duties and responsibilities:



	Reason for leaving:




	Name and address of employer:


	Job Title:
	Dates:

	Current salary or voluntary:


	Bonus/benefits:

	Duties and responsibilities:



	Reason for leaving:




	ADDITIONAL INFORMATION

Please complete this Section in full detail.  Please DO NOT submit a CV.


	RELEVANT WORK EXPERIENCE – 
1.  How do you meet the essential criteria?  Expand the box as required.


	Administration, literacy and numeracy skills
Experience in using Word and Excel
Good organisational skills
Verbal communication and interpersonal skills
Ability to present talks to visiting school classes and encourage feedback
Well motivated, able to work on own initiative and prioritise work

Willingness to develop new skills and get involved with all aspects of the charity
Keen to work as a member of a small team, sharing ideas and expertise with colleagues

Willing to train and perform the role of a volunteer guide 




	RELEVANT WORK EXPERIENCE –

2.  How do you meet the desirable criteria?

	Experience of working with volunteers

Experience of working with children




	GENERAL

	Please outline any public duty or voluntary service commitments you have:



	What are your outside interests and leisure activities?




	Please outline the reasons you are applying for this post:




	Please give the names of two referees (not friends or relatives) who are knowledgeable about you in a work context, the first of whom should be your current or most recent employer.

	Name:
	Name:

	Company:
	Company:

	Address:


	Address:

	Post Code:
	Post Code:

	Telephone Number:
	Telephone Number:

	Occupation/Relationship:
	Occupation/Relationship:

	OK to contact prior to interview:  YES/NO
	OK to contact prior to interview:  YES/NO


	If you have a disability for which an adjustment may be necessary during the recruitment process, please specify the nature of the disability and the adjustment required:



	Have you been convicted of any criminal offence?       YES/NO 

(If “yes” give details of any conviction) Please note that due to the nature of the role, we require details of both spent and unspent convictions.

  


I confirm that the information given on this form is correct and understand that any misleading statements may be sufficient grounds for terminating any arrangements.

Signed ………………………………………………………………….. Date …………………………..

Please return this application form by either:

Email to louise@lifeskills-bristol.org.uk
or

Post to Lifeskills, The Create Centre, Smeaton Road, Hotwells, Bristol, BS1 6XN
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