Project Officer  - Brinsford
Responsible to:
Chief Executive
Responsible for:
Volunteers

Introduction to the post

Trail-Blazers is moving into Brinsford Young Offenders Institution early in 2009 and the Project Officer post is a brand new position. 

The Project Officer will establish and manage the mentoring programme in Brinsford and will be responsible for ensuring that Trail-Blazers will be viewed as a respected service provider by prison staff, agency staff and inmates alike – as well as by external contacts

The Brinsford office is an 'outpost' of Trail-Blazers and the Project Officer will therefore be a 'lone' worker (although surrounded by personnel from other agencies and prison staff) and the representative of the charity. 

The Project Officer will benefit from the experience and knowledge that Trail-Blazers has gained over the past ten years providing its mentoring programme in two other YOIs and the post holder will receive ongoing support from Head Office staff.

The Project Officer will work at the ‘coal face’ of the organisation. The post holder is responsible for the ‘interface’ between volunteer and young offender but also for communication and liaison with relevant staff within the prison service.

The post is varied and can be challenging and clear targets will need to be met to enable the work to continue to be funded.

Main responsibilities:

· Assist the Training and Resources Manager with the recruitment and training of volunteers

· Identify offenders, introduce them to the concept of mentoring, assess their suitability and encourage them to ‘sign up’ to the programme

· Undertake risk assessment of the potential mentee

· Match the mentor with the mentee

· Monitor the relationship between mentor/mentee – inside the prison and in the community

· Provide regular support and supervision to the mentors

· Encourage mentors to introduce (and continue) resettlement planning with mentees

· Encourage and support mentors in working with Trail-Blazers’ tool sets with mentees

· Carry out regular mentor supervisions and set clear goals and targets

· Ensure that mentors deliver in terms of attendance, reporting, etc. and if necessary, challenge mentors

· Arrange quarterly group meetings with mentors and produce a regular newsletter

· Maintain a comprehensive record keeping system and provide regular data and reports as requested by the line manager, CEO or the prison service

· Ensure that arrangements are made within the prison service for a smooth mentee/mentor relationship, including security issues and communications with relevant prison staff and staff of other relevant agencies

· Develop links with external agencies in order to assist the mentee/mentor with appropriate support after the mentee’s release  - and at the same time raising the profile of Trail-Blazers

· Meet set targets and goals

Other duties:

· Monitor and approve mentor’s expense claims

· Be self-sufficient in general admin tasks

· Attend meetings within the prison and externally as and when required

· Attend staff meetings in Aylesbury and other locations as and when required

· Maintain database

· Carry out any other tasks or duties that may reasonably be required   
12/08/MV                    
