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Key Details of Role

Job Title:

User Voice Project Officer
Hours:  
35 per week  

Working Pattern: 
 Monday to Friday office hours with some flexibility.  Some evening working expected (1-2 x per month), for which TOIL will be accrued. Evening work may be more frequent at times, e.g. during training delivery periods. Working pattern to be discussed upon any return to office working.
Based at:
Inclusion Barnet headquarters in Colindale, with home working expected full-time for an undetermined period and working location pattern to be discussed thereafter
Summary
The User Voice Project is an innovative and evolving service with the mission of hearing and amplifying the voices of disabled people in Barnet. We provide opportunities for disabled people to engage with local and national politics, and work with and for them to advance their rights. 

Through the Barnet Community Reporters project we plan to train citizen journalists in storytelling for change, and strive to put the narrative back in their hands. We are developing links with local print and broadcast media, and hope to hold an exhibition of our Community Reporters’ work in Spring 2022. 

The role of Project Officer will be primarily to share responsibility for the development and promotion of Barnet Community Reporters, taking ownership of tasks in order to enable the Project Lead to focus on the management of User Voice Forums and the project as a whole. They will monitor communication channels, manage relationships with volunteers and keep web content updated. The role will also involve co-facilitation of and taking minutes at User Voice Forums, and supporting with their administration and marketing.
The Project Officer will have an enthusiastic and self-motivated approach, and thrive as part of a warm, friendly and passionate team. 

The role will also encompass setting up a lived experience group for our partners at Wellbeing Together CIC, hearing feedback from mental health service users, and assisting with organising sector training days and related events.  

About Inclusion Barnet
Inclusion Barnet is a thriving peer-led charity based in North West London. We believe in the power of experience and this is demonstrated by all our services being led, developed and delivered by people with lived experience of disability, including mental health issues and long-term conditions. We believe that learning to use our lived experience for social change is a skill. We have become experts in harnessing the lived experience of our staff, members, volunteers and people who use our services to design and deliver higher quality, more person-centred services. We believe that this benefits both disabled people and society more widely. We also work to support other organisations to do the same. Our work is very much influenced by the Social Model of Disability, the Survivors Movement, Trauma-Informed approaches and Independent Living principles. You can find out more about us including our current services and projects at www.inclusionbarnet.org.uk.  
Accountability and Key Relationships

Reports to:

User Voice Project Lead 
Main relationships:
User Voice Project Lead  
Operations and Communications Lead
Deputy CEO
CEO

Responsibilities and tasks
· Administrative functions of the User Voice project, including setup and marketing of events and external communications, taking and writing up minutes and supporting attendees with logistical and technical queries 

· Monitoring communication channels (email, SMS, voicemail) 

· Responsibility for managing Community Reporter volunteers (arranging DBS checks with Administrator, providing technical support, developing and delivering training, monitoring and uploading submissions)
· Ensuring that User Voice content is kept updated on the Inclusion Barnet website

· Provision of general support to the User Voice project
· Liaising with external partners to the project, including allied organisations and guest speakers  

· Setting up and co-facilitating a lived experience group for Wellbeing Together CIC 

· Assisting with organising events and sector training days around mental health.
Experience 
Desirable 
· General administration 

· Minute-taking

· Training development and delivery 

· Volunteer management 

· Group facilitation

Skills and knowledge 
Essential

· Good general IT competency and ability to pick up new software/platforms/tools 
· Knowledge of basic MS Office programmes (Outlook, Powerpoint, Excel)

· Excellent organisational skills and attention to detail
Desirable 
· Awareness of the charity and voluntary sector

· Understanding of the social model of disability and issues faced by disabled people 
· Basic web publishing experience (WordPress)

· Experience of Canva, Campaign Monitor, Salesforce, Telerivet
· A good eye for design
Qualities and competencies
Essential

· Friendly, compassionate and keen to be part of a warm, informal team who are passionate about and committed to their work
· Excellent communication skills and commitment to accommodating the diverse communication needs of staff and volunteers
· Flexibility and adaptability
· Ability to manage a diverse workload and maintain a high level of accuracy
· Ability to both take instruction and work on own initiative
· Lived experience of disability (including long-term health conditions, mental health issues, neurodivergence etc)

SUMMARY OF TERMS AND CONDITIONS 

Job Title: 

User Voice Project Officer

 
Hours: 
35 per week
 

Duration of Contract:
Until 31st March 2022

Working Pattern: 
Monday to Friday office hours wih some flexibility.  Some evening working expected (1-2 x per month), for which TOIL will be accrued. Evening work may be more frequent at times, e.g. during training delivery periods. Working pattern to be discussed upon any return to office working.
Based at: 
Inclusion Barnet headquarters in Colindale, with home working expected full-time for an undetermined period and working location pattern to be discussed thereafter
 
Probation Period:
3 months
Salary:
£26,000 per annum pro rata 
Hours:
35 hours per week, 5 days per week
Expenses:
Staff may claim travel expenses, at the agreed rate, for journeys which are necessary in the course of their work. Claims for additional expenses will be reimbursed in accordance of our expense policy.

Annual Leave:
26 days per annum excluding bank holidays, pro-rated

Pension:
Auto enrol in place with employer contributions.

Other conditions:
To act in accordance with Inclusion Barnet policies and standards, in particular our Equal Opportunities, Health & Safety and Confidentiality Policies.
