KIRKLEES ETHNIC MINORITY ALLIANCE
APPLICATION PACK

Thank you for your interest in working for Kirklees Ethnic Minority Alliance (KEMA).  This pack contains all the information you need to apply for the job advertised. 
Guidance Notes are printed towards the end of this pack. 
The pack can be obtained from Sui Cheung
Tel: 01484430503 or
Mobile: 07929571796
email: hccc_claremontst@btconnect.com
CLOSING DATE for applications is 5pm on Monday 29th September 2008.

Please email your completed application to the email address below or post to:
Huddersfield Chinese Community Centre
2 Claremont Street
Huddersfield
HD1 5BY
email: hccc_claremontst@btconnect.com

Interviews will be held during week commencing 6th October 2008.  
Candidates will be expected to perform a short presentation prior to the interview to assess their suitability for the post. This will be discussed at the interview and taken into account during deliberation.

Interview Venue
Interviews will take place at: 
Huddersfield Chinese Community Centre
2 Claremont Street
Huddersfield
HD1 5BY

This project is funded by: 
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Network Support Worker
(25 hours per week: SO1 [SCP 29-31] £23,749 - £25,320 pro-rata)

Kirklees Ethnic Minority Alliance (KEMA) is a network for Black and Minority Ethnic (BME) voluntary and community organisations. We are seeking a Network Support Worker to develop our work in Kirklees. Funding for the project has been secured up to March 2011.

KEMA has now been operating since early 2006. It was originally set up to provide support and networking opportunities to its members. Its primary aim was to provide an effective and coordinated voice for ethnic minorities in Kirklees by:

· Empowering and strengthening the capacity of the BME voluntary & community sector to provide quality facilities & services to communities in Kirklees.

· Presenting a collective voice of the BME voluntary & community sector at all levels of decision-making.

For this post you will have skills and experience to develop the KEMA network as a support mechanism for BME voluntary and community groups and organisations and also play a key role in local strategic partnerships.
KEMA strives to be an equal opportunities employer so that we can respond effectively to the needs of the communities that we serve.

KIRKLEES ETHNIC MINORITY ALLIANCE 

JOB DESCRIPTION
Post Title:
Network Support Worker 

Grade:
SO1- SCP 29-31 (£23,749-£25,320)

Contract Period:
until March 31st 2011 (extension subject to further funding) 

Hours:
25 hours per week

Holidays:
25 days plus statutory holidays (pro-rata)

Purpose of Post:
To support the development of KEMA as an effective network for BME organisations and community groups in Kirklees.



 To ensure the delivery of the Kirklees targets in the 




 Improving Reach funded project.
Accountable to:
Chair, KEMA - deputy chair in chair’s absence
Key areas
1
Network Development 

2 Member support

3 Information & Communication
1.   Network Development 

1.1 To develop the KEMA network as a support mechanism for BME voluntary and community groups and as a key player in strategic partnerships

1.2 To coordinate KEMA committee meetings including organising venues and refreshments; collation and distribution of agendas and papers etc 

1.3 To develop and maintain contact/mailing lists of all KEMA members in appropriate formats

1.4  To ensure that a bulletin is sent to every KEMA member after each steering group outlining the main points of the meeting

1.5  To provide administrative support for the process to select KEMA representatives to sub-regional meetings; VAN strategic network meetings and other relevant meetings 

1.6  To ensure that reports from KEMA representatives are circulated to the wider membership

1.7  To work with statutory organisations at both strategic and operational level to promote the development of the sector 

1.8  To assist with the development of mechanisms to promote BME representation at all levels in the district

2.   Member support 

2.1 To actively promote KEMA to new members and to encourage and support   

      membership from all BME groups and communities

2.2 To maintain contact with all KEMA members and to encourage involvement

      through organising member events and activities 

2.3 To encourage KEMA members to participate; take up opportunities and deliver 

      activities to further the aims of KEMA

3.
  Information & Communication

3.1 To ensure that KEMA members have access to information and support  

      services via the website, eBulletins, newsletters etc

3.2 To arrange the printing and distribution of newsletters, publicity materials; 

      information mail-outs etc

3.3 To develop and maintain a website and information/database systems for

      membership and mailing lists. To include regular updating and input of new 

      contacts

3.4 To ensure that KEMA members receive regular information and are notified of 

      relevant opportunities 

3.5 To raise the profile of KEMA by ensuring that information about the network and 

      its achievements are widely circulated 

3.6 To positively represent and promote KEMA in all dealings with external agencies
3.7 To maintain regular links with the local media and maximise its use
	
	Person Specification



	Title of Post:
	Network Support Worker

	Location:
	Huddersfield

	Category
	Importance
	Description
	Assessment

	Knowledge and Experience


	Essential
	Experience of working in diverse BME communities and with a range of organisations in the voluntary and community sector
	Application Form

Interview



	
	Essential
	Sound understanding of the development issues faced by BME voluntary and community organisations
	Application Form

Interview

	
	Essential
	Experience of community development work including organising meetings and events
	Application Form Interview

	
	Essential
	Experience or knowledge of maintaining a network
	Application Form Interview

	
	Essential
	Understanding of and commitment to equality of opportunity and diversity
	Application Form

Interview

	
	Essential
	Understanding of strategic partnership and structures in Kirklees
	Application Form Interview

	
	Desirable
	Understanding of organisational structures in the voluntary and community sector
	Application Form

Interview

	
	Desirable
	Experience of setting up networking between organisations
	Application Form

Interview

	Skills and Abilities
	Essential
	Ability to work in a sensitive and proactive way
	Interview

	
	Essential
	Ability to make contact with people and organisations at all levels
	Interview



	
	Essential
	Ability to identify and share relevant information within the BME sector as well as between sectors
	Application Form

Interview

	
	Essential
	Excellent communication skills
	Interview

	
	Essential
	Ability to be self-managing and to work to targets and deadlines
	Application Form

Interview

	
	Essential
	Good IT skills, particularly in MS Word, Access, use of email and the internet
	Application Form

Interview

	Training & Education
	Desirable
	No formal qualifications are required but experience of community development and work at both a strategic and at grassroots level would be welcomed
	Application Form

Interview

	Other Requirements
	Essential
	Commitment to equal involvement for the BME communities groups
	Application Form

Interview

	
	Essential
	Commitment to close team working and appreciation of and respect for colleagues 
	Application Form

Interview

	
	Desirable
	Assist with general office duties, for example, answering phones
	Application Form

Interview

	
	Desirable
	Work in accordance with KEMA policies and procedures
	Application Form

Interview

	
	Essential
	Represent KEMA in a professional manner at all times and maintain confidentiality
	Application Form

Interview

	
	Essential
	Willing and able to travel to a variety of locations including sub regional meetings and events
	Application Form

	
	Desirable
	Occasional evening and weekend work may be required

	Application Form

	Applicant Number: ……..
	Application for Employment



	Post applied for:
	Network Support Worker

	Last name
	

	First Names
	

	Home Address

including postcode
	

	Home phone
	

	Work phone
	

	Mobile
	


REFERENCES

Please supply details of two referees, one of which should be your present (or last) employer.

Name






Name

	
	
	


Position held and




Position held and 

relationship to you




relationship to you

	
	
	


Organisation





Organisation

	
	
	


Address





Address

	
	
	


Telephone number




Telephone number

	
	
	


DECLARATION

Do you have any previous convictions?

Yes


No

If yes, please provide details:
Signature____________________________________
Date: _______________

NB Please note that if you are e-mailing this form and you are called for interview, you will be asked to sign it then.

CURRENT OR LAST EMPLOYER

Name and address of employer


Job title

	
	
	

	
	
	Date of appointment, date of departure

	
	
	

	
	
	Salary                          Notice period

	
	
	
	
	


Please give a brief description of your main duties and responsibilities:
EDUCATION AND TRAINING

	From
	To
	Subjects studied
	Qualifications gained
	Training completed

	
	
	
	
	

	Please attach an extra sheet if necessary


PREVIOUS EMPLOYMENTOR RELEVANT EXPERIENCE OF VOLUNTARY WORK

Most recent first (not including current)
	From
	To
	Name of employer
	Job title and main responsibilities or nature of relevant experience
	Reasons for leaving

	
	
	
	
	


PERSONAL STATEMENT IN SUPPORT OF YOUR APPLICATION
· The information you provide in this section will be used in assessing your application for this post.
· Refer carefully to the job description, consider the person specification and explain how you fulfil this. Include your personal qualities, skills, experience and achievements to support your application.

PERSONAL STATEMENT (continued)

EQUAL OPPORTUNITIES MONITORING

In order to monitor policy we ask you to answer the questions below by filling in the appropriate boxes. 
Are you:
O
Male




O
Female



Would you describe yourself as:
A
White



B
Black or Black British



O
British



O
Caribbean



O
Irish



O
African



O
Other White 


O
Other Black
please write in



please write in

	
	
	




C
Asian or Asian British

D
Dual Heritage



O
Indian



O
White and Black/Carib.


O
Pakistani


O
White and Black/African



O
Bangladeshi


O
White and Asian



O
Other Asian
 

O
Other Mixed background



please write in
 


please write in

	


	
	




E
Chinese/other ethnic group

O
Chinese



O
Other, please write in 
	





Do you consider you are disabled or do you believe you have any health condition that requires action to prevent that condition becoming a problem in relation to employment, e.g. diabetes, asthma, or inability to manage stairways, etc?

O
Yes



O
No

	DATA PROTECTION – YOUR RIGHTS

	   (
	Information is being collected about you in order to assess your application against the person specification and to monitor our equal opportunities policy. For further information on data protection, our responsibilities and your rights, visit:
www.informationcommissioner.gov.uk


GUIDANCE NOTES ON COMPLETING THE APPLICATION FORM

The decision to shortlist you for interview will be based solely on the information you provide on the form. This advice is designed to help you complete the application form as effectively as possible.

General information

· Make sure you read the form fully before you write anything.

· Do not include a C.V. If you do, it will be disregarded.

· The Job description outlines the main duties of the post. 

· The person specification indicates the minimum skills, knowledge and experience required and your application will be assessed to see if it meets the requirements set out in the person specification.

· Please write clearly and use a black pen. If any part of your application is printed, the minimum font size accepted will be 12.

· Check over the form when you have completed it. Ensure that you have addressed every criteria and that you have signed it.
· Keep a copy of the form for reference.

· Make sure the application arrives before the closing date.
Previous employment/relevant experience of voluntary work etc.

· Use this space to list previous employment and voluntary work (most recent first) and any other relevant experience you have gained outside of paid work.

· It is not vital to show every single aspect of your working life, but all relevant information should be included as this section will be used in assessing your application.

Personal Statement in support of the application

· This is where you make your case for the job and why you are applying for the post.
· Do not repeat your list of previous work.
· Pick out the skills, knowledge, experience and attitude required in the person specification and provide evidence that you possess them.

· Describe the things that you have done.

· Gear what you write to the post you are applying for.

· Think about what the job will involve and who it will provide a service to.

· Consider key points or current issues for the job and the organisation.
