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Dated as postmarked

Dear Applicant
REF: F0412– OPERATIONS MANAGER – FAIRBRIDGE WEST MIDLANDS (Birmingham)
CAN YOU RISE TO THE CHALLENGE?

Thank you for your enquiry regarding the above exciting opportunity. You will find the following information in this pack:

· Job description and person specification

· Application form

· Diversity monitoring form and envelope.

· Fairbridge Policy statements on recruiting  Ex Offenders and Managing Diversity 

Every year Fairbridge wins the trust and commitment of almost 3,500 young people that other organizations find it difficult to engage.  Outside education, training and employment, they have often lost hope for their future.  We help them to think differently.  Using a unique a combination of long-term personal support and challenging activities, we enable young people to build a sense of self worth and develop the personal, social and life skills they need to control their own lives.
Last year in Fairbridge West Midlands we achieved our target of working with 170 vulnerable young people who were new to Fairbridge.  These young people each came to us with their own individual problems and their own potential, whether they were referred by mental health services, came to us on the verge of exclusion, as part of an in-schools project or participated on our funded health, they all discovered something about what they are worth and what they could achieve.

We are seeking a talented individual who can provide leadership, motivation and direction to operational staff in our Birmingham team. Supported by the Centre Manager, you will be responsible for the day-to-day management of our personal development programme for young people. You will have an eye for operational detail and the organisational flare to ensure multiple targets are met and an exciting programme offered.

The Operations Manager post attracts a salary of £24,500 gross per annum, with the potential to rise further.  The post also attracts 28 days holiday per annum (in addition to bank holidays), employer pension contribution and development opportunities to support your career growth.  

If after looking through this information pack and taking a visit to our website you feel you have the necessary skills, I would encourage you to apply for this exciting opportunity.  If successful, you will have a job where you will know you are making a major difference to the lives of local young people.

If after looking through this information pack and taking a visit to our website you feel you have the necessary skills, I would encourage you to apply for this exciting opportunity.  If successful, you will be an active member of the Fairbridge West Midlands team, where you will have the opportunity to make a major difference to the lives of local young people.

Please return your completed application by email to catherine.adamson@fairbridge.org.uk or by fax on 0121 773 1538 or you may post it, marked for my attention to Fairbridge West Midlands, 79 Warwick Street, Digbeth, Birmingham, B12 0NH.
Closing date for all applications is 18 April 2008.  
I wish you well in your application and please do contact me if I can be of any further assistance.

Yours faithfully

Claire Rigby
Manager
Fairbridge West Midlands
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	Fairbridge WEST MIDLANDS


Background

Fairbridge helps young people from the most disadvantaged urban areas to get a fair chance to succeed in life. We win the trust and commitment of young people who others find difficult to work with, and by enabling them to develop confidence, motivation and basic skills, Fairbridge offers a foundation for success in life.

The work of Fairbridge West Midlands is targeted overwhelmingly at the ‘hardest to reach’ young people and increasingly aims to reduce crime and anti-social behaviour within some of the most deprived communities in the West Midlands. We offer these young people someone to believe in them and a chance to prove themselves through a unique combination of long term personal support and challenging learning experiences.

The last 12 months

The last 12 months at Fairbridge West Midlands have been very exciting with an international youth exchange taking place with young people from Los Angeles coming to Birmingham, and involvement in a national pilot with the Department of Health looking at sexual health & substance misuse.  The team has a Neighbourhood Support Fund programme and other partnerships.

Fairbridge is a recognised leader in the field of working with disaffected young people by both statutory and voluntary organisations alike. We are specialists who work in partnership with other organisations to develop joined up services for young people. Since 1997, when Fairbridge West Midlands started, we have established a proven track record of effective work with young people and partnership working. We currently work closely with schools, Social Services, Probation, education Welfare and various homeless hostels, in order to ensure a consistent and co-ordinated approach that identifies those young people most at risk and in need of support.

During the last 12 months:

 

Number starting Access Course
174

Number completing Access Course
144 (82%)

Number of completers progressing to follow on courses
130 (90%)

Total young people undertaking courses

227

Total number of training hours completed
20,400
The Access Course

The Access Course all young people take part in involves many areas of development through exciting outdoor activities, including:

· Forming relationships

· Problem solving

· Goal setting

· Building confidence & trust through challenging activities

· Action planning

· Negotiation

· Reviewing

· How individual actions affect others

Follow On Courses

Once a young person has completed the Access Course they are then able to participate in a number of ‘Follow On’ courses.  All courses are discussed with the development co-ordinator to ensure that they are suitable learning experiences for the young person’s needs, and to set achievement goals for the courses.

The ongoing programme provides a variety of courses, ranging from web design, drama, cooking, young person’s forum through to football, basketball and more outdoor activities. 

As always most courses have a ‘stealth’ element where we can incorporate learning such as basic skills (literacy, numeracy etc) on a very non-threatening level.  

Case Studies

Summary

	Name 
	Background
	Outcome

	Lewis 
	Disaffected with education system
	Full time job

	Jennifer
	Difficulties at school
	Returned to education

	Ashley
	No secondary education
	Still attending Fairbridge

	Simon
	Truant
	Returned to education


Lewis (16)

Lewis was referred to Fairbridge by his school as he was not responding to traditional school curriculum and his behaviour was deteriorating.  Lewis tried all the activities on the Access Course and began to increase his confidence in many areas, such as developing relationships and reviewing his own achievements. He was very eager to be involved in all aspects of the programme. Lewis was looking forward to accessing our Follow-On programme, and on his return decided to try a number of courses, including health & fitness, Midweek Munch, music and the motorbike course.  Within 6 months of Lewis entering the Fairbridge programme, he now has a full time job in a factory.  

Jennifer (13)

Jennifer had difficulties at school and wanted to participate in something else while she was waiting to join another school. She had very low self-esteem and had problems bonding and interacting with males.  On Jennifer’s Access Course, she committed herself all week with a mature attitude. She coped very well with all activities and came up with some excellent ideas in problem solving exercises. She was an excellent rock climber and helped encourage less competent climbers. She was a pleasure to work with!

Several of Jennifer’s siblings have been through the Fairbridge programme, so she was keen to access the courses. She has participated in Midweek Munch, John Muir Environmental Award, and our internal graduation.  Jennifer now attends school full time, but often pops in to let us know how she is doing. 

Ashley (15)

Ashley was referred by Education Social Welfare because he had not attended school since primary school.  Ashley is very quiet and wanted to build up his confidence on the Access Course. He put all his effort into the activities and slowly started to increase his confidence. He interacted well with the other young people and encouraged them on activities he was strong in. Ashley was also very helpful.

Ashley has attended nearly all the courses Fairbridge has to offer, including Midweek Munch, John Muir Environmental Award, motorbike course, music, pushbike course, as well as our intense personal development sailing, independent living skills and e-zone computer courses. All in all, Ashley has completed over 500 hours and is still continuing his personal development at Fairbridge.

Simon (13)

Simon was not attending school when he was referred to Fairbridge. He needed to build his self esteem to reintegrate him back into the school environment.  Simon was very keen on all the activities on his Access Course and interacted well with the other young people, who were all older than he was. Simon attempted all of the activities and pushed himself on those he was anxious about.

Simon has participated on many of the Follow-On courses, including health & fitness, Midweek Munch, John Muir Award, football, E-Zone, motorbike course and our business course, Learn2Earn, where the young people set up and run their own business as part of a small team. Simon has also participated in an American Youth exchange and helped them understand the English culture and what it is like living in Birmingham.   Simon is now attending school again.
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Job Description

Job Title:  
Operations Manager 

Location:
Fairbridge West Midlands  

Reports to:
Manager

Responsible for daily supervision of:



Team operations


Team budget (expenditure)


Daily management of team staff


Team equipment (inc field kit / minibuses)


Team annual Local Implementation Plan 

Principle working relationships:

Internal:
Regional Director (North)


Manager 

Staff team

External:
Key local strategic partnerships, opinion formers and individuals in local; statutory, voluntary and referral agencies.

Job overview:

Responsible to the Manager; the Operations Manager contributes to the overall aims of Fairbridge Team Centre by managing the delivery of the Center’s programme, its supporting functions and allocated resources in accordance with Fairbridge policy and procedures.

MAIN DUTIES:

1. Local Strategy

· To assist with the preparation of an annual strategy, incorporating the following areas:

	· Finance

· Programming and delivery targets

· Fundraising
	· Communications and public affairs

· HR

· Resources


2. Finance

· To manage the agreed programme expenditure budget.

3. Programming and delivery targets

· To manage the design, development and staffing of the team programme

· To manage the outreach function to attract young people to the programme and form new referral partnerships.

· To manage the delivery of the team programme to ensure funding / LIP targets are achieved

· To manage the training team function to ensure all activities are operated within Fairbridge standard operating procedures and conform the to Adventurous Activities Licensing Authority (AALA) guidelines.

· To manage the follow on function to ensure all young people have a development plan and are using the Fairbridge achievement record process.

· To maintain and improve the quality of provision, working with young people across all functions.

· Ensure all functions are working together, to provide a seamless journey for a young person through the programme.

· Ensure young people achieve meaningful outcomes with Fairbridge.

· Develop ASDAN accredited training / other innovative areas of work for young people.

4. HR

· To line manage the designated staff

· To assist with the management process of all staff employed within Team Centre

· To manage the training and development of delivery staff

· To be an active member of the management team for Team Centre.

· To manage the recruitment process of volunteers.

5. Resources

· To manage the purchase, maintenance and use of the resources needed for the programme that is agreed within the budget, prior to expenditure.

6. Administration

· To manage the administrative systems and processes needed to ensure a quality provision.

· Ensure all young peoples records are updated daily on the monitoring and evaluation database.

This is not an exhaustive list of duties and may be subject to change as circumstances dictate.

PERSON SPECIFICATION FOR OPERATIONS MANAGER:

Basic Entry Level:

This is the minimum criteria required before an individual can be offered an Operations Manager’s post.

· One years relevant training and/or relevant working experience

· Understanding and experience of development processes

· Basic understanding of the needs of socially excluded young people

· Basic understanding of Employment and Health and Safety legislation

· Good level of verbal and non-verbal presentation/communication skills

· Basic computer skills (producing word documents, using Excel & PowerPoint)

· Evidenced experience of supervising staff/volunteers

· Evidenced experience of managing a department or project

· Evidenced experience of managing resources

· Experience of planning & managing a budget 
· Basic understanding of Equal Opportunities law and practice

Ideal Level:
This is the minimum criteria required before an individual can be offered the ideal level, salary increment.

· Minimum of 2 years relevant training and/or relevant working experience, including at least 6 months of work with a similar client group

· Knowledge of local area and community infrastructure (business and agencies)

· Experience of fundraising/negotiating contracts

· Experience of staff recruitment and appraisals

· Experience of, or training in, handling disciplinary/grievance matters

· Evidenced experience of line-managing staff/volunteers

Desirable areas to consider for further development:
Health & Safety

Basic First Aid Certificate

Understanding of Equal Opportunities

Personnel Management: recruiting, appraising, training and supervising staff/volunteers

Relevant legislation (Business, employment, etc.)

January 2005

Fairbridge Policy Statement – Recruitment of Ex-Offenders
By the nature of our work, having a criminal record will not necessarily bar you from working with us.  We will take into consideration the nature of the position and the circumstances and the background of your offences, being guided by our duty of care to the young people we work with.

· As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, Fairbridge complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed.

· Fairbridge is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background.

· We have a written policy on the recruitment of ex-offenders, which is made available to all Disclosure applicants at the outset of the recruitment process.

· We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records.  We select all candidates for interview based on their skills, qualifications and experience.

· A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned.  For those positions where a Disclosure is required, all application forms, and applications packs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position. This will also be confirmed in the offer letter to the successful candidate.

· Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process.  We request that this information is detailed on a separate sheet of paper and placed in an envelope marked “Private and Confidential – for recruitment panel only” and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process.

· Unless the nature of the position allows Fairbridge to ask questions about your entire criminal record, we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974.

· We ensure that all those in Fairbridge who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

· At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

· We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.

· We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.
Managing Diversity

1. Introduction

Managing diversity is the principle that people are valued as individuals for business, social and moral reasons. People from different backgrounds bring fresh ideas and perceptions into the workplace and personal development arena, adding value to our work and the opportunities we offer. 

Managing diversity involves challenging such issues as direct and indirect discrimination, harassment and bullying, (see section 3 for useful definitions). These may be on grounds of sex or marital status, pregnancy, racial grounds, or grounds of disability, age, sexual orientation, language or social origin, religious beliefs, political opinions or other personal attributes.

2. Policy statement

This policy outlines Fairbridge procedures for managing diversity both in its employment practices and in its service delivery to young people; it details how these will be implemented and offers guidelines for good working practices.

As well as accepting its responsibilities under relevant and associated legislation, Fairbridge is actively committed to the principles of managing diversity.

Fairbridge strives to:

· conform to the letter and intent of the current legislative requirements

· develop appropriate local strategies to manage diversity across the regions of the UK 

· create a culture of openness and trust within Fairbridge that recognises the diversity and value of individuals, in which people are treated with dignity, decency and respect.

· adopt mechanisms for dealing with bullying, harassment and discrimination

· adopt and maintain standards of good practice

· regularly monitor and review this policy and practice

In order to promote and ensure fair working practices Fairbridge will constructively challenge any discrimination, bullying or harassment, whether direct or indirect.

Fairbridge strives to cater for the individual needs of young people in our client group. All individuals will be considered separately so that any risk to them arising from their attendance at Fairbridge can be assessed. Should a young person have a medical condition, a physical or mental disability, or other individual need that would require special arrangements, all reasonable efforts will be made to include them in the Fairbridge programme. However, Fairbridge recognises that due to health and safety considerations this may not always be possible. The final decision as to whether Fairbridge can ensure the safety of an individual will rest with Fairbridge. 

Who is responsible for making it happen? 

Fairbridge realises that this policy is only a basis for action and therefore actively encourages all those in the organisation to be involved in its implementation. The policy will be implemented through the managing diversity procedures and an implementation plan.

It is the responsibility of everyone working for or on behalf of Fairbridge to work in a fair manner and to constructively challenge discrimination, harassment and bullying.

The Operations Director is responsible for ensuring that the policy is implemented and monitored across the scope of Fairbridge’s work. The Managing Diversity Working Group (which includes representatives from Scotland, the northern and southern regions, central office, the senior management team and the personnel department) advises the Operations Director.

The working group is responsible for developing the relevant procedures and implementation plan to back up the policy; for monitoring and evaluating the implementation of this policy and procedures; and for advising the organisation and senior management team.

Line managers are responsible for ensuring equality of opportunity within their teams and for ensuring that their staff are aware of the expected standards of behaviour, and know how to constructively challenge discrimination, harassment and bullying.

