
[image: image1.jpg]Blesma

EEEEEEEEEEEEEEEEEEE




JOB DESCRIPTION: BLESMA NATIONAL OUTREACH TEAM COORDINATOR
Blesma – The Limbless Veterans is the national charity and membership association for limbless serving and ex-service men and women and their dependants.  We help all wounded Servicemen and women who have lost limbs, the use of limbs or eyes, to rebuild their lives by providing well-being support and rehabilitation activities.
Blesma campaigns for our veteran’s rights and looks after individuals and their families by offering a comprehensive welfare system and financial assistance programme.  Rehabilitation, support, counselling and care are the four principle foundations of our organisation.  Together, we can help our men, women and their families face the challenges ahead with renewed confidence and self-belief.
The Outreach Service is an exciting new initiative and Blesma is looking for a bright, capable and organised individual to join our tightly manned and dynamic organisation to play a key role in driving forward this programme.
The National Outreach Team Coordinator plays an important and pivotal role within Blesma, supporting the nine local Blesma Outreach Officers who working with Blesma Support Officers provide a lifeline to Members.   The programme will deliver local services to enhance independence, wellbeing and encourage home living through initiatives to counter isolation, improve pain management, increase mobility and support families living with limb loss.  It will help reduce the negative impacts of disability and to assist the Members in leading independent and fulfilling lives.
Current holder

New position
Main purpose
To coordinate the Blesma Outreach Service, supporting the administration of nine outreach officers who are tasked by and work in conjunction with Blesma Support Officers to locally deliver the national programme. 

Location
Work out of Blesma Head Office – Frankland Moore House, 185-187 High Road, Chadwell Heath, Romford RM6 6NA
Responsible to
Director Independence and Wellbeing
Salary and Benefits
£25,000 
Blesma offers a contributory pension scheme – employer’s contribution of 5% and a suggested employee’s contribution of 5% and a Death in Service insurance benefit equal to one times annual salary.    

Contract

Fixed Term Contract (2 years).   

Holidays

25 days per annum, plus statutory holidays.

Equal Opportunities
Blesma is an equal opportunities employer and commitment to this is expected. 

Full details of Conditions of Employment are set out in Blesma’s Employment Contract, the main features of which are standard for all staff.

We seek to attract and employ the best people from the widest talent pool, as well as those who reflect the diverse nature of our society.  Blesma encourages a culture where people can be themselves and be valued for their strengths.  With an increasingly agile workforce, we are open to flexible working arrangements where appropriate. 
JOB SUMMARY
Primary Purpose

Through sound administrative, logistical and organisational skills, coordinate and support the work of Blesma’s nine Outreach Officers to deliver an outreach service and to connect with and represent Blesma within the local community.  The post holder will be responsible for ensuring that the Outreach Officers are centrally administered with the necessary resources for their roles including the provision of a framework to support the recruitment of regional volunteers.   He or she will also develop metrics and report on the success of the programme
Main Duties
· Provide sound and timely general administration to the outreach team working in conjunction and in step with current Blesma administrative and data protection processes and protocols

· Support Outreach Officers to ensure that events and activities are resourced appropriately in a timely manner, including provision of fundraising and awareness materials 

· Develop and implement strategies with Outreach Officers to recruit and retain volunteers, sharing good practice and developing initiatives for national replication
· Support the provision of a consistent volunteering approach and experience, making Blesma a charity of choice for volunteers whilst ensuring an effective contribution to Blesma’s overall offer to Members 
· Ensure that effective induction programmes that support the needs of volunteers are developed in conjunction with Independence and Wellbeing and Operations (Fundraising, Activities and Communications) teams within Blesma

· Build and maintain strategic relationships with a wide range of volunteer sources in collaboration with Blesma’s Corporate Partnerships Manager, ensuring regular engagement

· Coordinate the promotion of the Blesma ‘offer’ by Outreach Officers to potential Members through local engagement and use of networks.

· Help Outreach Officers reinforce links with the non-Armed Forces population, building on existing networks and establishing new partnerships, developing further Member support networks both formal and informal.

· Become familiar with and utilise the membership database to support accurate record keeping 

· Work with the Director Independence and Wellbeing to measure and report on activity maintaining and coordinating national records of the Outreach Programme aggregated from local reports
This job description covers the main tasks expected to be involved in undertaking the job and the main characteristics of the qualities required of the jobholder.  It is not meant to be all embracing and other tasks may be assigned to the jobholder as necessary and/or operational needs dictate.   
Work Context

Based in Chadwell Heath with a requirement for some UK travel and occasional overnight stays.  The role requires the incumbent to have use of a vehicle and Blesma will pay ‘duty’ mileage at HMRC rates.  With a preparedness to work out of office hours, there will be times when there may be the need to work outside of the standard working week.
Person Specification – Blesma The Limbless Veterans

	
	Essential
	Desirable

	Knowledge
	· Demonstrable knowledge of the needs of Blesma Members of all ages 

· Demonstrable knowledge of the military voluntary sector services provided by Blesma 

· Demonstrable knowledge of the needs of volunteers and recruiting and managing them
· An understanding of the relationship between stakeholders supporting Blesma Members
	· A good understanding of the challenges facing amputees and those who have lost the use of limbs in achieving and maintaining independence



	Skills
	· High level of written and verbal communication skills 
· Excellent organisational, time management and problem solving skills
· Ability to work under pressure and to deadlines with a strong attention to detail
· Ability to recognise and manage risk
· Excellent interpersonal skills and the ability to build positive relationships at all levels
· Ability to represent Blesma
· Ability to effectively manage resources
· A confident presentational and public speaking style
· Computer literate including MS Word, Outlook, Excel and Database systems
· Competent in the use of social networking communication tools
	

	Qualifications
	· Educated to at least GCSE level 
· UK Driving Licence

	· Graduate 

	Experience
	· Recruiting and managing volunteers
· Organising events 
	

	Personal qualities
	· Engaging and proactive 

· Confident and friendly 
· Team player
· A passion for Blesma’s cause and work
· Calm under pressure

· Positive outlook
· Tactful and diplomatic

· Flexible

· Organised

· Decisive 

· Discreet

· Energetic
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