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This new post is an opportunity to promote and further develop an innovative and successful model providing housing and support to homeless mothers leaving prison and their children. 

About us

Commonweal Housing is a charity using housing with support services as demonstration models to redress social injustice. We provide the housing for our projects, usually from existing housing stock. Since 2007 we have allocated around £4million for such projects.  
We work with specialist partners to define, provide and evaluate services.  When the methodologies have been proven, we encourage others to replicate the projects throughout the UK as well as lobbying to change public policy to eradicate injustices. 
We test them, we evaluate them, we capture the learning and we then promote what is successful to encourage and facilitate others to 
About the Re-Unite Project
Our flagship project – Re-Unite provides housing and support to mothers who would be homeless upon their release from prison and therefore unable to regain care and custody of their children.  Full details can be found on the dedicated Re-Unite website at: http://www.re-unite.org.uk/
Developed by Commonweal and others, including Housing for Women, Re-Unite is now a proven successful model which is being rolled out across the country The replication partners include housing associations, Women’s Centres and supported housing organisations
As replication increases so does the need to strengthen links with new partners, ensuring cooperation between them and building up the benefits of the Re-Unite Network. 

The Re-Unite Replication Project Officer will be the principle link between Commonweal and current and prospective replication partners. They will have a clear purpose to encourage new replication partners, increasing the number of women supported by the model and also to ensure that the qualities which make Re-Unite succeed are not diluted by replication
JOB TITLE:
RE-UNITE REPLICATION PROJECT OFFICER (p/t o.4 FTE)
Fixed Term Appointment 12 Months

REPORTING TO: Chief Executive – Commonweal Housing Ltd.


LOCATION: 
The postholder will be required to travel around the country to develop and maintain links with Re-Unite Project Partners. This may at times involve overnight stays. There is a requirement that the postholder will attend and work from the Commonweal Offices no less than 2 days in 4 week accounting period. However, the option exists for home based working by agreement or for being based in the Commonweal offices in Waterloo, London, SE1.  

SALARY:
The full-time equivalent permanent salary level for this post will be set at £28,000 per annum, (pro-rata £11,200 per annum gross).

KEY PURPOSE:
To act as liaison with potential and ‘signed up’ replication partners, to ensure that:

· Re-Unite is available to more women who are leaving prison in more parts of the country.  

· Re-Unite projects maintain standards and work in a comparable way; 

· Re-Unite projects engage with external evaluators to maximise the learning from the model 
· Re-Unite is promoted successfully as an important measure to support women ex offenders into a new life
OVERALL AIMS: Working closely with the Chief Executive (CE) and the Project Officer, you will provide full and confidential project and logistical support both for Re-Unite on behalf of Commonweal Housing but also for the charity as a whole as required.  
Key responsibilities:

· Promoting the project and developing liaison with other key partners such as Women’s Breakout, NOMS, Women in Prison and others.

· Ensuring high level of service delivery and outcomes from the replication partners

· Capturing ongoing learning and development of the project, tools and documentation.

· Ensuring liaison and cooperation with the ongoing independent evaluators

· Identifying economies of scale and shared activity – especially on issues such as prison in-reach and sourcing new potential applicants from with the women’s prison estate.

Main Duties and Responsibilities

· The promotion of the Re-Unite Project with current and potential future partners.

· To increase the number of Re-Unite Replication projects operating across the country.

· To liaise with project partners seeking to maximise the number of beneficiaries of the Re-Unite project.

· To consider and seek to establish future replication business models on a franchise or similar basis and the potential for an income stream back to Commonweal / the Re-Unite Founding Partners.

· Monitoring compliance of partners with the formal replication agreements.

· Liaison with the external evaluator to ensure data collection requirements are clear for replication partners and submissions are being made by them on time and in the format required.

· Ensuring that all materials produced by Commonweal and /or other partners confirm to the role model expectations for the project and all partners and delivery agents are focussed on the continuous learning requirements of the project.

· To specifically take the lead on organising and promoting an annual Replication Network Seminar to be held in the summer of 2012 – to include identifying a suitable location, drawing up an agenda, identifying speakers and inviting guest and delegates.

· Research background materials and information; prepare documents, reports and publications as directed by the CE.

· Lead on project management tasks for the replication of Re-Unite as directed by the CE, including but not exclusively attendance at meetings, representing the Charity as instructed, research, note taking, liaison with current and potential project partners etc.

· Create and maintain effective and secure filing systems (electronic and paper).

· Deal with incoming emails and letters, and screening telephone calls. 
· Deal with correspondence and writing letters, particularly with regard to the charity’s housing projects, composing and sending emails etc.
· Maintain an effective working relationship with the Board of Trustees, the Re-Unite Founding Partners (Commonweal Housing and Housing for Women) and project partners (including staff working on specific housing projects). 
· Attend meetings as directed by the CE, prepare agendas and take minutes where required.
· Represent and promote the image of the charity at both internal and external events and maintain a good working relationship with suppliers, service users, external stakeholders and other charities. 

· Promote Equal Opportunities, particularly with regard to service delivery, decision making processes and working practices.

· Undertake all duties in accordance with Commonweal’s policies and procedures.

· Carry out any appropriate duties as directed by the CE.

Person Specification

Qualifications/Requirements

Essential

· Evidence of continuing professional development and / or a demonstrable willingness to learn. Essential  
Desirable

· Educated to degree level or equivalent

Skills/Experience/Knowledge/Abilities

Essential

· Understanding of the issues around working with women in or at risk of involvement with the criminal justice system.
· Working knowledge of the criminal justice system, agencies working in and with it and current policy developments in the field.

· Significant and demonstrable experience of undertaking a project development or project management role.

· Significant and demonstrable experience of establishing and maintaining records systems, information systems and data management as well as undertaking routine administration and report writing.

· High level communication skills including the ability to communicate effectively orally and in writing with a range of stakeholders, in particular Trustees, external stakeholders, other charities and service users. 
· Office technology skills, including Microsoft Outlook, Word, Excel, PowerPoint and telephony systems and a willingness to continue to develop these skills and keep up to date.
Desirable

· Previous experience in delivering social enterprises and contract management. Desirable

· Experience of data or information research and preparation of summary reports. Desirable

Personal Qualities 
All essential

· Ability to work with limited direct supervision.

· Ability to work under pressure and to meet deadlines.

· The ability and willingness to travel around the country as required.

· Ability to work accurately and demonstrate high level of attention to detail, especially in contract & presentational materials.

· High levels of self motivation, commitment to personal service delivery and personal organisation, including the ability to use one’s time effectively.

· A commitment to equality and diversity and the ability to show sensitivity when balancing differing needs with particular reference to diversity.

· Flexibility and the ability to embrace change, including changing service demands, as well as a willingness to do what is required to ensure tasks are completed satisfactorily.
· A positive attitude, resilience and determination in achieving standards.

· The ability to build constructive and successful working relationships with a diverse range of people at all levels, and demonstrate and encourage a ‘can do’ mentality.
Hours 

This will be a part time position of 2 days (16 hours) per week (0.4 FTE).
There is flexibility as to how these hours are worked subject to agreement with the Chief Executive with a minimum requirement of 8 days during every 4 week accounting period.

No job description can cover every issue which may arise within the post at various times and the post-holder is expected to carry out other duties from time to time which are broadly consistent with those in this document.

