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Dear Applicant,
Evelyn Oldfield Unit (EOU) – ESF Technical Assistance (TA) Officer
We are writing to thank you for your enquiry and interest in the post of EOU ESF Technical Assistance (TA) Officer  

Please find enclosed:

· Guidance note for applicants 

· Job description and Person Specification 

· Application form 

· Equal Opportunities Monitoring Forum

· Equal opportunities statement

· Terms and conditions

You should ensure that your completed application forms are sent in plenty of time to reach the Director, Evelyn Oldfield Unit, 356 Holloway Road, London N7 6PA the closing date on Friday 19th August 2016 at 12 Noon.
Please note interview will be held on Thursday 26th August 2016.

It is vital that you take care in completing the application form as fully as possible and read all the documents we have sent you especially the job description and person specification. The information in it will guide us in considering whether you have the right skills and/or experience for the job. We cannot make assumptions about your experience or skills – please spell them out, drawing on both paid and unpaid experience. The most important document is the person specification. Please clearly demonstrate how you meet the essential criteria in the person specification. You should go through this point by point and show on your application form how you have the particular experience or ability asked for. You will not be short listed unless you demonstrate how you meet the requirements of each point; therefore we are unable to accept curriculum vitae.

We receive a large response to our job vacancies.  Unfortunately we can only reply to those who have been short listed for interview.  If you have not heard from us within 3 days of the closing date you should assume your application has been unsuccessful.

Good luck and we look forward to receiving a completed application form from you on Friday 19th August 2016 at 12 Noon.
Please note the post is subject to the success of our application to the contracting authority for this project.

Yours truly,

Mulat Haregot 

Director, Evelyn Oldfield Unit (EOU)
Evelyn Oldfield Unit (EOU)

 GUIDANCE NOTES FOR ALL APPLICANTS

The Job Description describes the duties of the job.  It sets out range of responsibilities and tasks.

The PERSON SPECIFICATION describes the person we are looking for by describing abilities, experience and skills needed to do the job.  We will be looking at your application form to see how you fit the person specification – the extent to which you have the relevant skills and experience.

a. Before completing the application form, read the job description and person specification carefully.

b. Type your application or write clearly in black ink, as it will be photocopied.  It may help you to do draft first before filling in the form to avoid mistakes.

c. The PERSON SPECIFICATION is what we shall use to decide whether you should be shortlisted for an interview.  IT IS EXTREMELY IMPORTANT THAT YOU ADDRESS EACH REQUIREMENT LISTED UNDER THE PERSON SPECIFICATION.  If you miss out any requirements, particularly if they are ESSENTIAL for the job, we shall not be able to invite you for an interview.  We cannot make assumptions about your experience and skills – please spell them out.

d. You will probably need to use additional sheets of paper to provide additional information, please number them and put your name at the top of each page.

e. Your form should be written in a concise, well-organised and positive way.  Use active words such as “I organised …. or I planned …. or I do”.

f. Make sure that your application is sent in plenty of time to meet the closing date.  

g. Keep a copy of your application form for your reference.

h. All shortlisted candidates will be invited for an interview by letter.  It will inform you of the time, location and contact as well as of any test or exercise you may be asked to do.

i. The recruitment panel is usually comprised of 3 to 5 people including relevant line manager of the post. 

j. The panel will ask questions relating to the job description, person specification and application.  They will take notes during the course of the interview. All candidates will be asked the same questions.

k. If you are not sure that you have understood the questions do not hesitate to ask for it to be repeated or clarified.

Good luck.
Job Description

Post Title: 

ESF Technical Assistance (TA) Officer 
Responsible to:
Director of the Evelyn Oldfield Unit 
Salary Scale:

SO1 (SP29), £28,845 p.a. (inc. ILW) 35 hours per week
(Fixed Term Contract until June 2017) 
This post is part funded by the European Social Fund
Key Duties and Tasks:
The TA project is part funded by European Social Fund Technical Assistance and will be run by EOU in partnership with the London Voluntary Services Council (LVSC).  The project will help publicise the ESF rounds to the voluntary sector, provide application workshops, one-to-one application surgeries, and email and telephone support.  Once groups are contracted the project will work closely with the main ESF Funding Agencies:

· Big Lottery Fund: ESF Building Better Opportunities

· Skills Funding Agency

· Department of Works and Pensions

· London Councils

· Greater London Enterprise
The project will help those who need extra support in having robust financial systems to meet the stringent ESF regulations in order to submit correct claims.   The project will also provide themed workshops to help groups acquire skills in ESF financial management, project management, and partnership.

	Outputs
	Number
	Deliverable over

	1-to-1 ESF advice surgeries to ESF applicants and successful projects
	200
	December  2015 to June 2017

	ESF training workshops in applications, project management, financial management and other specialist workshops as required
	25
	December  2015 to June 2017

	Attending steering group and partner meetings 
	As required
	December  2015 to June 2017

	Promote and publicise the ESF programme at public events such as workshops and conferences
	As required
	December  2015 to June 2017


Key Working relationships

· Staff and Board of Trustees of EOU

· GLA European Programmes Management Unit (EPMU) 

· LVSC ESF Team 

1.
Principal Objective of the post

· To be responsible for the day-to-day delivery of EOU ESF Technical Assistance programme, as agreed with the Director and TA Manager.

2.
Main Responsibilities

· To co-ordinate and provide technical assistance services for local voluntary and community sector organisations (VCS) 


· To work with the Technical Assistance Manager and other staff to ensure that the work of the ESF grants programme is developed, promoted and delivered in line with the agreed Business Plan and that agreed outcomes are tracked and achieved.

· To work with partners across all ESF Programmes to develop an integrated forward strategy which will address the DWP work programme and unemployment needs in Greater London, to identify and disseminate best practice from the experience of ESF grants across London. This will inform the new programme post 2015.

3.
Key work areas

1. Co-ordinating and promoting ESF grants and technical assistance

2. Technical assistance support for grant applicants

3. Technical assistance support for grant recipients

4. Facilitating relevant VCS forums.

4.
Duties - The following job activities will be undertaken by the TA Advisor:

1. Consulting with relevant stakeholders on the shape of the programme before each round.

2. Launching the ESF through EOU’s website and local & regional press, and involving key stakeholders, partners and organisations.

3. Organising and delivering a series of application workshops for potential VCS applicant organisations for ESF funding and signposting them to other relevant available funding opportunities.

4. Delivering one to one application support through face to face surgeries, telephone and e-mail advice.   

5. Offering tailored support to successful VCS organisations on how to manage ESF funds -maintaining grant expenditure, monitoring, maintaining records (e.g. financial systems, bank statements, staff time sheets, job descriptions, expense payments), through interactive local workshops, one to one surgeries and online support.

6. Training VCS organisations on mainstream routes to employment and training, cross cutting themes (health, equalities and sustainability) and ensuring accurate grant claims. 

7. Providing general capacity building to organisations in order to develop accreditation of learning provision within the scope of their ESF projects.

8. Evaluating the programme, including geographic spread of projects in the borough, range of activities as well as monitoring and addressing under-spend.

9. Collaborating with the EPMU programme team to produce case studies per round, giving good news stories of positive results of the programme

10. Ensuring quality provision and monitoring grant recipients’ performance against outcomes.

11. Liaising with other Technical Assistance funded projects to complement and not duplicate activities.

12. Attending meetings on behalf of the Technical Assistance Manager, as necessary

13. Reporting on a regular basis to the Technical Assistance Manager 

14. Undertaking other duties commensurate with the post.

5.
General


1.  
Contributing to the development of EOU as an umbrella organisation.


2.  Carrying out all duties in the context of and in compliance with EOU’s Equal Opportunities Policy.

  3.  Contributing positively to team working including attending team meetings and adhering to the policies and procedures of EOU’s.


4. Complying with and contributing pro-actively to the EOU’s Health and Safety policies and procedures.


5.  Undertaking any required training and updating of skills as necessary.

ESF Technical Assistance Officer Person Specification
Decisions in the recruitment process will be based on the criteria below. Applicants should clearly and concisely address them when filling in their Application Form, indicating how they meet the criteria.

These will be assessed through the Application form (A), Interview (I) and/or Test (T).

Experience, Knowledge, Skills and abilities

	Experience
	Essential/Desirable

	At least 3 years’ experience of development/capacity building work with voluntary, community, faith and social enterprise organisations. 

At least 2 years’ experience of EU Structural Funds, including ESF or ERDF, demonstrating understanding of ESF programme management and delivery.

Demonstrable experience of income generation, identifying funders, successfully bidding for funds, and successfully building excellent working relationships with funders, partners and stakeholders.

Experience of monitoring and evaluation of projects, and performance management, maintaining a clear audit trail and reporting back appropriately.

Experience of implementing internal monitoring and quality-control systems required to run grant-aided projects

Experience of collating and analysing information, and presenting the results in an understandable format.

Experience of working with a diverse range of communities, including ‘hard to reach’ communities, new communities and communities where English is a second language.

Demonstrable experience of working with a range of stakeholders from front line workers to strategic managers, private and voluntary sector partners and elected members, and building strong networks and working relationships.
	Essential (A/I)

Essential (A/I)

Essential (A,I)

Essential (A,T)

Essential (A,I)

Essential (A,T)

Essential (A,T)

Essential (A,I)




	Knowledge 
	Essential/Desirable

	Up to date knowledge and understanding local and national government policy regarding the VCS, e.g. DWP work programme and labour market initiatives to tackle unemployment , current funding streams, Charity legislation, and a good understanding of sources of information to keep that knowledge up to date.

Up to date knowledge of ESF programmes including current programme and related funding streams from ESF agencies.

A good understanding of the local context and issues affecting the VCS in inner city urban areas.
Knowledge and understanding of equal opportunity and diversity issues, and demonstrable commitment to their practical application in organisations and service development and delivery.

Knowledge of the forms and structures of Governance for VCS and social enterprise organisations, including and understanding of Charity and Company Law.
	Essential (A,I)

Essential (A,I)

Essential (A,I)

Essential (A,I)

Essential (A,I)




	Skills & Abilities
	Essential/Desirable

	Ability to manage self, plan and prioritise own workload, seeking guidance where necessary, within the framework of organisational priorities, and policy.

Ability to delivery training through workshops and give advice in a 1-to-1 sessions to the VCS.

Excellent interpersonal, team and partnership working skills.

A high standard of written and oral communication including the ability to write publicity and information material appropriate to the target audience and to present detailed and accurate reports and monitoring returns. 

High standard of IT skills including the use of word processing, email and diary management, spreadsheets, databases and presentation packages.

Ability to work flexibly, including evenings and some weekends, and to undertake any other duties consistent with the post.
	Essential (A,I)

Essential (A,I)

Essential (A,T)

Essential (A,I)

Essential (A,I)

Desirable (A)




APPLICATION FOR EMPLOYMENT

	Post Applied for: 
	ESF Technical Assistance (TA) Officer 


PERSONAL DETAILS

	First Name
	

	
	

	Address
	Telephone 

	
	
Day:
	

	
	Can we contact you on this number?
	Yes 

	Email
	
	
Evening:
	


	WORK PERMIT

· Do you have permission to work in the United Kingdom?  
 

· Do you require a work permit? 

· National Insurance Number  


	Yes 

No
___________________________________

(*Delete as appropriate)


	DISABILITY

Do you regard yourself as having a disability?       
If yes, what is the nature of the disability?

                      
	No

(*Delete as appropriate)


REFERENCES
Please give details of two people from whom references may be sought concerning your application.  One of these must be your present/last employer.  References will not be taken up prior to interview.

	Name
	Name

	
	

	Address
	Address

	
	

	Occupation
	Occupation

	
	

	How is this person known to you?
	How is this person known to you?

	
	

	Time known: 
	
	Time known: 
	


EDUCATION AND QUALIFICATIONS

SECONDARY EDUCATION

	Dates
	Name and address of school
	Qualifications obtained

	
	
	


FURTHER AND HIGHER EDUCATION

	Dates
	Name and address of college/university
	Qualifications obtained

	
	
	


OTHER QUALIFICATIONS GAINED OR TRAINING COURSES ATTENDED

	Dates


	Name and address of organisation/course
	Qualifications obtained

	
	
	


LANGUAGE ABILITY

	Language
	Oral fluency
	Written fluency
	Any qualifications

	 
	
	
	


PRESENT EMPLOYMENT

	Name and Address of Employer
	 

	Post held
	

	Basic Salary
	

	Date appointed
	


	Brief description of current duties

	


	How much notice do you have to give to your present employer? 
	


	If you are not presently in work why did you leave your last employment? 


PREVIOUS EMPLOYMENT

Put most recent employment first (continue on a separate sheet if necessary)

	Dates
From 
To
	Employer’s name and address
	Position
	Brief details of duties
	Reason for leaving

	
	
	
	
	


EXPERIENCE

Please give details of any previous experience, either work related or general/life experience which you feel is relevant to this application.  You may find it helpful to look again at the person specification to see what skills, experience and knowledge we are looking for.  If you believe you have the necessary skills and experience make sure you tell us.  The decision whether or not to interview you will be based on this information. (You may continue on a separate sheet – please ensure you write your name clearly at the top of any additional sheets)

	If necessary please continue on separate sheet.


	READ THIS SECTION CAREFULLY BEFORE YOU SIGN THE STATEMENT

Entitlement to work in the UK

In accordance with Section 8 of the asylum & immigration Act 1996, an offer of employment will only be confirmed upon receipt of original documentation (e.g. National insurance number, P45, valid Passport)

Can you provide proof of entitlement to work in the UK? Yes/No 

1. If offered employment, it will be initially for a probationary period of three months.

2. During the probationary period your contract of employment will be terminable by you or by EOU (except in the case of gross misconduct) by not less than one week’s notice.

3. Continued employment is conditional upon satisfactory completion of probationary period.

                  STATEMENT TO BE SIGNED BY APPLICANT
I………………………………………………………….. Certify that to the best of my knowledge, the information 

 (full name in capitals)
I have given is complete and correct, and I understand that misrepresentation of facts is ground for immediate dismissal, and renders me liable for prosecution.

I understand that misrepresentation of facts is ground for immediate dismissal, and renders me liable for prosecution.
I authorise EOU to approach former employers & personal referees to verify the information given.

Applicant’s Signature………………………………   Date………………………………………………………




Under the terms of Data Protection Act 1984 and 1998 the information you give us will be kept confidential and will be used only for personnel management.
Please note if you send this form by email, you will be asked to bring a signed print-out if you are called for interview.            


Please return the form before closing date (19th August 2016 at 12 Noon) to Mulat@evelynoldfield.co.uk stating the job title and reference number in the subject section of your email or by post to: The Director, Evelyn Oldfield Unit, 356 Holloway Road, London N7 6PA.
If it arrives late we might not be able to consider you. 
EVELYN OLDFIELD UNIT

PROFESSIONAL SUPPORT TO REFUGEE ORGANISATIONS

EQUAL OPPORTUNITIES MONITORING INFORMATION

In order to help the Evelyn Oldfield Unit ensure that its equal opportunities policy is being implemented, would you please provide the information requested below.   We would stress that this information will be used solely to monitor the effectiveness of our recruitment policies and procedures.  The information will not be used in assessing candidates.  

PERSONAL DETAILS
	NAME:
	

	POST APPLIED FOR:
	ESF Technical Assistance (TA) Officer



	DATE OF BIRTH:

	Day: 
	Month: 
	Year: 

	AGE CATEGORY:
16-24
 FORMCHECKBOX 

25-34
 FORMCHECKBOX 

35-44
 FORMCHECKBOX 

44+
 FORMCHECKBOX 



	GENDER
	Male   FORMCHECKBOX 

	Female    FORMCHECKBOX 



	DISABILITY
	
	

	Do you consider yourself to have a disability?
	Yes    FORMCHECKBOX 

	No    FORMCHECKBOX 



ETHNIC ORIGIN
How would you describe your ethnic origin?
	WHITE


If YES, please tick one box below

	British
 FORMCHECKBOX 


Irish
 FORMCHECKBOX 


European
 FORMCHECKBOX 


	White Other – please specify:
	


	BLACK

If YES, please tick one box below

	African
 FORMCHECKBOX 

Caribbean     FORMCHECKBOX 

Asian
 FORMCHECKBOX 

British
 FORMCHECKBOX 


	Black Other – please specify:
	


	ASIAN


If YES, please tick one box below

	Indian   FORMCHECKBOX 

Pakistani   FORMCHECKBOX 

Bangladeshi   FORMCHECKBOX 

Chinese   FORMCHECKBOX 

British   FORMCHECKBOX 


	Asian Other – please specify:
	


	OTHER – please specify:
	


MEDIA 

	Where did you hear about this vacancy?
	


EOU EQUAL OPPORTUNITIES STATEMENT

1.0 Evelyn Oldfield Unit (EOU) wishes it to be known that it is committed to a policy of Equal Opportunities in all areas of its activity.


1.1 EOU recognises that in our society groups of individuals have been and continue to be discriminated against on the basis of race, sex, nationality, marital status, employment status, class, disability, sexuality, age, religious belief and political persuasion.  As a first step, EOU will aim to ensure Equal Opportunities for all staff and prospective staff on the basis of race, sex, disability and employment status.


1.2 EOU is committed to implementing non-discriminatory recruitment and employment practices.


1.3 As an organisation established to assist refugee and migrant community organisations who are frequently victims of discrimination, EOU is committed to ensuring that its own structures and practices do not discriminate against any individuals or groups on any grounds irrelevant to the field of activity.


1.4 This statement applies equally to all disadvantaged groups in society.  EOU’s particular concerns make it imperative that overcoming discrimination against refugees, migrants and other disadvantaged groups be given special emphasis in the implementation of its Equal Opportunities Policy.


1.5 EOU accepts that making a policy statement of non-discrimination will not in itself constitute an adequate Equal Opportunities Policy.  EOU therefore is committed to active implementation which seek to ensure that refugees, migrants and other disadvantaged groups are able to participate fully in its work and members of programmes at all levels.


1.6 EOU is committed to implement non-discriminatory practices in the control, administration and allocation of services and resources over which it has control.  It will work to encourage maximum participation in the decision-making process from refugees, migrants and members of other disadvantaged groups.


1.7 EOU recognises that training and support must be provided to enable refugees, migrants and members of other disadvantaged groups to participate fully in the development and implementation of its policies and programmes.


1.8 To help it fulfil its commitment to Equal Opportunities, EOU will collect and monitor information concerning recruitment, employment and delivery of services as appropriate.


1.9 EOU Board of Directors will monitor the implementation of the points outlined above, to ensure that they are actively pursued.
Evelyn Oldfield Unit – ESF Technical Assistance Officer)
TERMS AND CONDITIONS

SALARY

Part and full time posts – SO1 pt39 - £28,845 including ILW per annum.
HOURS OF WORK

Hours of work are 35 hours per week excluding meal breaks.
ANNUAL LEAVE

The annual leave allowance for a full year is 28 days plus any public holidays that fall upon days that you would normally work for 35 hours per week.

PROBATION PERIOD

All appointments are subject to a three - month probationary period.

NOTICE PERIOD

During the probation period the notice period to be given by either side is one week. Once the post holder has been confirmed in post the notice period required to be given by either side is one month.

CONTRACT OF EMPLOYMENT

This post is fixed term contract funded until 31 June 2017 with possible extension to August 2017; and part funded by the European Social Fund. 
Please note the post is subject to funding on successful contract negotiations with funder.
The successful candidate will have enhanced criminal record check prior to the commencement of employment with the Evelyn Oldfield Unit (EOU). 
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