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JOB DESCRIPTION


Purpose of Job

Stop Hate UK provides 24-hour reporting and support services to people affected by Hate Crime. This is our core service, and it provides vital support to individuals and is the foundation for many Hate Crime strategies across the UK.
As a senior member of our team, you will engage with colleagues across the Charity and national networks to maintain an excellent knowledge of new initiatives and good practice.
The postholder will work with partners across the UK to ensure that we meet our contractual requirements with each of the commissioners of this service. In addition, ensuring that the commissioners and other stakeholders maximise the potential of this unique service.

You will lead the delivery of a coordinated and ambitious communication and engagement strategy with our commissioners and develop opportunities to engage at both strategic and operational levels within each area.

An essential part of the role will be to understand local priorities and ensure that the service provided complement them. As part of this you will also investigate and apply for funding opportunities to support local engagement. 

You will use a variety of methods to deliver this, including supporting locally based volunteers, a range of social media resources and engaging with local partnerships.

Key Areas

1. Maintaining Stop Hate Line contracts
2. Development of Partnerships

3. Managing self

1.0 
Monitoring and managing Stop Hate Line contracts
1.1 Monitor delivery of helpline contracts

1.2 Identify needs of commissioners and support their development of local strategies within the structure of the Stop Hate Line service.

1.3 Maintain expertise in good practice in Hate Crime and factors affecting communities and the impact this may have on reporting

1.4 Maintain positive relationships across the Charity, understanding key delivery and development priorities to maximise the support we can offer our helpline areas 
1.5  Responsible for communications strategies to raise awareness our supporting and reporting services
2.0 
Development of Partnerships

2.1 Identify local partnerships that are important to maintaining our reporting and supporting services. Using the organisations database, website, and social media opportunities as tools in this challenge.

2.2 Develop relationships with local partners to ensure that the service is embedded into locally delivered services identifying opportunities for joint working and funding opportunities. 

2.3
Develop a network of community outreach employees and volunteers to maximise opportunities to engage with partners and communities

3.0 
Managing Self


3.1 To acquire and keep up to date a working knowledge of relevant policy, legislation, and operational practice in the field of hate crime with particular reference to reporting.

3.2 To identify and progress opportunities to secure external resources.

3.3 To undertake such other duties and responsibilities of an equivalent nature, as may be determined by the post holder’s supervisor from time to time, in consultation with the post holder.

3.4 The post holder’s duties must always be carried out in compliance with 
the organisations Equality and Diversity Policy and other policies designed to protect employees or service users from hate crime.

3.5 It is the duty of the post holder not to act in a prejudicial or discriminatory 
manner towards service users or employees, including those who may be for example from minority ethnic communities, women, disabled or older people, lesbians or gay men, bisexuals, and transgender people. The post holder should also counteract such practice or behaviour by challenging or reporting it.

3.6 Ensure the Health and Safety of all staff and resources within the post 
holder’s area of responsibility, i.e., delegated responsibility in relation to the nature of the post holder’s duties and personal responsibilities as per Section 7 and 8 of the Health and Safety at Work Act 1974.

3.7 In addition to this the Management of the Health and Safety at Work

Regulations 1992 detail the following:

-
Employees must inform their employer or/supervisor of any work situation which might present a serious and imminent danger to Health and Safety.

-
Employees must inform their employer or supervisor of any shortcomings in the Health and Safety arrangements even when no danger exists.

3.8
 To undertake training and development as agreed between the post holder and their manager.
3.9
Deputise for the Director of Operations when required
Assistant Director:  Helpline Contracts and Partnerships
Person Specification

	ATTRIBUTES
	RELEVANT CRITERIA
	HOW IDENTIFIED
	RANK

	1   RELEVANT

     EXPERIENCE


	1.1

1.2

1.3

1.4

1.5

1.6

1.7


	Significant experience of managing processes or projects to meet outcomes and targets

Significant experience of developing and delivering projects

Experience of delivering of presentations to a range of audiences 

Experience of writing and presenting reports at a senior level

Experience of working with victims of Hate Crime 

Experience of successfully applying for grants or other funding applications

Experience of directly delivering or managing community engagement activities 
	Application Form/

Interview Stage

Application Form/

Interview Stage 

Application Form/Interview Stage

Application Form/Interview Stage

Application Form/ Interview Stage

Application Form/ Interview Stage

Application Form/ Interview Stage


	A
A

A

A

B

B

B



	2   GENERAL AND

     SPECIAL

     KNOWLEDGE
	2.1

2.2

2.3


	Understanding of policy, legislation, and practice in relation to Hate Crime.


Understanding of the importance of Hate Crime reporting and barriers to reporting.

Understanding of public sector funding regimes
	Application Form/ Interview Stage

Application Form/ Interview Stage

Application Form/ Interview Stage


	A
A

B

	3   SKILLS AND 

     ABILITIES
	3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

3.10
	Ability to work under pressure meeting deadlines and effectively managing changing work priorities.

The ability to represent the Charity to a range of audiences 

Excellent communication and report writing skills (oral and written) for a wide variety of audiences.

Ability to work as part of a team.

Demonstrate high levels of relationship management over a wide range of agencies and services.

Ability to self-motivate and identify, prioritise, and resolve problems

Negotiation and influencing skills

Ability to build effective relationships with a range of audiences including public and third sector
Project Management skills
Ability to lead and build a team to deliver UK wide services
	Application Form/

Interview Stage

Application Form/

Interview Stage

Application Form/

Interview Stage

Application Form/Interview 

Interview stage

Application Form/

Interview Stage

Application Form/

Interview Stage

Interview Stage

Application Form/

Interview Stage

Application Form/

Interview Stage

Application Form/

Interview Stage


	A

A

A

A

A

A

A

A

A

A

	4   ANY ADDITIONAL

     FACTORS
	4.1

4.2

4.3

4.4

4.5
	Commitment to the values of Stop Hate UK and working in respectful and non-discriminatory ways with others
Ability and willingness to work irregular and anti- social hours as required, with travel to the Leeds and London offices and other parts of the UK as necessary
Have commitment and a conscientious approach to work
Have proven reliability, excellent time keeping and attendance record
Be flexible and capable of using initiative
	Application Form/

Interview Stage 

Application Form/

Interview Stage 

Application Form/

Interview Stage

Application Form/

Interview Stage

Application Form/

Interview Stage
	A

A

A

A

A




Please make sure that you demonstrate your ability to meet the requirements of the job by giving clear, concise examples of how you meet each criterion on your application form.  
The letters A and B in the “Rank” column refer to the importance we will give your answers when we rea your applications.  You must have all the A’s to be shortlisted.  The B criteria will be used if there are too many applicants with the A criteria the shortlisting stage or to choose between candidates with equal scoring at interview. Should this occur candidates with more of the B criteria will be prioritised.  Successful candidates will be expected to achieve the criterion labelled B within 6 months of starting the role.

We recognise and welcome our responsibility to remove any barriers in our Recruitment and Interview Stage.  We have tried to do this, but if you have a disability accessibility needs or support needs, please tell us of these in your application.  

We are committed to making reasonable adjustments to the job wherever possible and it would help us to know your needs to do this.

	PS Amended/Prepared By
	RES/ID

	PS Amended On
	18/12/21


Post Title:	Assistant Director:  Helpline Contracts and Partnerships 





Salary:	£34, 439 per annum (plus London weighting of £3,916 pa if based in the London office)





Hours:	37 hours per week	








Line Manager                    Director of Operations








Responsible for:	Community Outreach Workers, volunteers





Annual Leave	28 days plus Statutory Days 





Pension:	Contributory Pension Scheme 5% employee and employer contributions – auto enrolment scheme operates. 





Location:	The postholder can work from either our Leeds or London offices or if living outside of Leeds or London can be homebased.  UK travel required
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