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Sandwell Consortium: Cost of Living Team Co-ordinator
Job Description and Person Specification

	Salary	        
	£25,500 per annum, full-time


	Working hours
	32-37 hours per week (negotiable)


	Contract

	Fixed term to 31st March 2024, with expected extension to March 2026 


	Location
	Office base in Oldbury town centre with some Sandwell wide travel


	Responsible to
	Projects & Performance Lead


	Responsible for
	Co-ordinating the effective delivery of the boroughwide Cost of Living programme, to provide an outreach advice and referral service to Sandwell residents.




Values
At Sandwell Consortium our vision is to build a thriving voluntary sector consortium that:
· enables people to make positive change
· supports communities to be successful
· develops its membership to meet local needs.

As individuals - we will act with integrity, treat people with respect and take personal responsibility. 
As a Consortium - we will work in partnership to enable individuals through a person-centred approach.

Sandwell Cost of Living programme - background

Sandwell Council has allocated grant funding to the voluntary and community sector to deliver the Cost of Living programme from April 2023. The programme will be delivered by a ‘virtual’ team of 8.5 FTE staff, employed by local community organisations, seconded to the programme and who will form a Cost of Living Team (COLT).  The COLT advisers will provide additional activities to tackle poverty through benefits advice, budgeting and employment support to respond to increasing need. 

Delivery partners in Year 1 are Sandwell Consortium and Citizens Advice Sandwell & Walsall.
The Team will be led by a COLT Co-ordinator, employed by Sandwell Consortium. Training for the COLT Advisers will be provided through Citizens Advice. 


The programme has been co-designed through a collaborative approach to develop a strong and flexible model of delivery, with inbuilt review so that we can learn and refine our approach, as well as 
respond to changing needs linked to the cost of living crisis. Funding has been allocated for a three-year programme and will be reviewed annually to ensure services are effective and responsive to changing needs. The service will be provided in:

· a series of outreach locations, including warm spaces, food banks, food pantries, community centres, faith centres and locations with no easy access by residents to support services 
· existing advice settings in order to boost capacity and meet increased demand.

The COLT advisers will receive intensive training to ensure that they are able to provide the breadth of support required in particular: energy, budgeting, employment support, IT skills and benefits advice. They will provide a full advice offer, including a complete benefit check for the household and help with budgeting. This team will work with the client to get them through the crisis period and if the client needs more specialist help with debt, housing, immigration and welfare rights, they will be referred to these specialists. In addition to dealing with the immediate issues facing residents the programme aims to achieve real change in their financial circumstances through increases in household income and reductions in household expenditure.

Sandwell Consortium will lead on co-ordination of the programme; and Citizens Advice will lead on training, as well as support delivery. The following Sandwell Consortium partners may be involved in delivery Bangladeshi Women’s Association (BWA), Ideal for All, Confederation of Bangladeshi Organisations (CBO), SWEDA, Bangladeshi Islamic Centre (BIC), Community Connect Foundation (CCF), Sandwell Youth and Community Centre (SYCC), Brushstrokes, Ileys Community Association.  Smethwick Pakistani Muslim Association (SPMA) will also be a Consortium delivery partner. 

Sandwell Council’s Welfare Rights Team will also provide training and audit of welfare rights work.
There is an interagency Steering Group (Sandwell Council, Sandwell Consortium and Citizens Advice) to oversee the development and delivery of the programme.

Job purpose and summary
The role will co-ordinate the delivery of the new Cost of Living programme outreach advice service. This is a partnership programme, grant funded by Sandwell Metropolitan Borough Council, to provide outreach advice and supported referral to support residents across sites in Sandwell. 
Sandwell Consortium is the lead partner for the programme, delivering through our member organisations and other community organisations in Sandwell. This role will ensure the smooth running of the programme, co-ordinate the outreach services of the Cost of Living Team (COLT) at agreed sites across the borough. The COLT Co-ordinator will liaise closely with the COLT training provider, Citizens Advice. The COLT Co-ordinator will also provide case management supervision to Sandwell Consortium’s Advisers as need arises.

Special conditions: there will be occasional out of office hours and some Sandwell wide travel.




Areas of work and Key tasks

Co-ordinate a Sandwell-wide Cost of Living outreach advice service 
· Work with the COL Programme Steering Group to identify and confirm suitable sites for outreach advice across the six towns of Sandwell, where there is footfall of residents and identified need, especially where there is little or no existing provision.
· Map and maintain a register of host sites and potential host sites in Sandwell, in response to changing needs and footfall.
· Liaise with and visit COLT sites managers to ensure safe and smooth delivery of services, including a confidential space.
· Maintain a schedule of availability of full and part time COLT Advisers and implement a service rota.
· Allocate the COLT advisers to sites on a monthly, weekly or daily basis, according to need and taking into account the experience and any specialism of the Advisers.
· Act as the main point of contact for COLT delivery and referral partners. 
· Liaise with the COLT Advisers’ line managers/employing organisations as required.
· Liaise with the COLT training partner, Citizens Advice, to support take up of training to address gaps in skills and knowledge. 
· Liaise with the Sandwell Council’s Lead Officer for the COLT programme as advised.
· If required, deliver outreach advice to ensure continuity of service if required.
· Ensure the service is promoted to local residents, referral partners and local councillors, through printed posters, and online promotion on relevant websites and social media. 

Monitoring and impact reporting
· Ensure effective systems for monitoring of reach and performance of services across delivery partners, within GDPR regulations.
· Liaise with delivery partners to advise on outputs and outcomes monitoring and ensure timely submission of data.
· Analyse data and produce monthly, quarterly and annual performance reports for the COLT programme.
· Support the Consortium’s Projects & Performance Lead with monthly, quarterly, and annual impact reporting to the Sandwell Consortium CEO and Board, to Sandwell Council.
· Co-ordinate regular meetings of COLT Advisers and of COLT partners to support the development of the programme and its effectiveness for residents.
· Support communications of the COLT programme, across digital, social, and print media.

General   
· Operate within the policies and procedures of Sandwell Consortium.
· Manage own workload on a day-to-day basis.
· Attend staff team meetings.
· Take part in training and development to deliver and develop this role.
· Undertake any other duties as requested which are reasonably deemed to be consistent with the demands and responsibilities of the post.

Person Specification
	Qualifications/Experience 
· Literacy and numeracy to Level 3 or equivalent
· IAG Level 2 or above qualified 
· Experience of providing advice services in welfare benefits, housing, employment or cost of living issues
· Evidence of continuing professional development
· Experience of managing and monitoring projects
· Experience of a management information systems (MIS) or customer relationship system (CRM)
· Supporting/delivering welfare advice and/or employment support services
· Experience of casework supervision 
· Experience of multi-agency/partnership working
· Experience of working in the voluntary and community sector or local authority

Skills, Knowledge & Understanding
· Understanding of public sector project delivery and monitoring
· Excellent interpersonal skills and relationship building skills 
· Strong written and verbal communication skills
· Confident in all aspects of Microsoft Office 365 
· Understanding of team leadership skills
· Work as part of a team, as well as using own initiative
· Project management skills
· Plan workload to manage multiple priorities and meet deadlines 
· Understanding of data protection issues and requirements
· Commitment to/understanding of equality of opportunities and inclusion
· Awareness of issues facing disadvantaged communities
· Able to work out of office hours occasionally
· Driving licence
· A vehicle available for work (travel expenses will be paid)
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