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25 April 2018
Dear Applicant 

Training & Development Senior Officer

Harm Reduction, BBV and Sexual Health Team

Further to your request for information regarding the above post, please find enclosed the following:

1. A Job Description and Person Specification 

2. Information Sheet

3. An Application Form.

The closing date for applications is 12 noon on Monday 30 April 2018. Applications should be returned by email to recruitment@sdf.org.uk or by mail to the Glasgow Office.

We are keen to employ people who show a clear aptitude and understanding of the key areas of work in which we will be involved. The existing staff team has a wealth of experience of similar work and our intention is to offer support for people to develop into the role. We have a robust management structure and share tasks and responsibilities as a team and ensure there is adequate time for discussion and support for the areas of work colleagues are involved in. 

Please note that an interview date has been set for Wednesday 16 May 2018.
In the meantime we would like to thank you for the interest you have shown in our organisation.

Yours sincerely

for SCOTTISH DRUGS FORUM 
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Katharine Ronald 

HR Officer

Enc
JOB DESCRIPTION

Job Title:
Training & Development Senior Officer


Harm Reduction, BBV and Sexual Health Team 

Accountable to:
Harm Reduction, BBV and Sexual Health 


Team Manager

Grade & Salary:
£32,482 - £35,467

Working Hours:
35 hours per week  (Contract to March 2021)

Area Covered by post:
Scotland

Based in:
Glasgow or Edinburgh

Special conditions:
Some evening work and national travel are expected 


1.  Job Summary

SDF aims to improve the health of vulnerable young people, people who inject drugs, people engaging in chemsex, people engaging in other high risk behaviours linked to drug use through:  

· Reducing Drug Related harm

· Reducing risk behaviours associated with the spread of BBVs and STIs 
· Increasing treatment uptake for BBVs and STIs 
· Reducing the risk and rate of unintended pregnancies 
2.  Key Objectives

a. Conducting baseline research with target populations and frontline services to identify specific risks in terms of drug use and sexual health, treatment needs, information needs and what workers need to know in order to support these populations effectively.

b. Undertake a training needs analysis of workers working with vulnerable young people.

c. Enabling/ensuring views and opinions of those at risk to be effectively heard by policymakers and practitioners. 

d. Encouraging new models of care and treatment based on best practice via workforce development and capacity building within Infectious Diseases services. 

e. Ensuring those with HIV or at risk of HIV and other BBVs have the appropriate increased knowledge and understanding of HIV treatment and prevention. 

f. Working with PWID living with HIV to develop responses/resources to reduce stigma.

g. Ensuring that the work force is fully trained and equipped to support the target populations in relation to good sexual and reproductive health, positive relationships, blood borne viruses and other sexually transmitted infections. 

h. Improving joint work between services for the target populations and related services. Raising awareness of the needs of the target populations to Alcohol and Drug Partnerships and Managed Care Networks.

3.
Other Tasks

a) Provide detailed written reports on work done for a variety of appropriate audiences.

b) Assist with provision of reporting to funders of the project, where required.  Keep accurate records of work planned and undertaken as per Scottish Drugs Forum requirements

c) To support the aims and objectives of the Scottish Drugs Forum and demonstrate understanding of, and active commitment to, the ethos and objectives of SDF.  This will involve a partnership approach that supports communication, membership activities such as policy consultations, seminars, internal working groups and also marketing of training to ensure good attendance at events.  

d) Maintain and developing existing mailing lists, identify stakeholders, develop materials and promote events. 

e) Work collaboratively and communicate effectively with colleagues in different departments of SDF.

4.
Wider responsibilities 

a) Take responsibility, along with other staff members, to ensure that operational policies are observed and carry out other duties as requested by senior staff, as appropriate to this post.  

b) Actively participate in supervision, appraisals and team meetings. 

c) To undertake continuing professional development identified in discussion with manager.  

d) To establish and maintain good external relationships with a range of SDF stakeholders.  

This job description is intended to outline the current requirements of the post, it is not an exhaustive list and it is recognised that jobs change and evolve over time.  Post holders will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job, and to respond positively and flexibly to changing organisational needs.
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Person Specification
	Person

specific area
	

	Level of requirement

	Relevant experience 
	· Demonstrate extensive previous ability in developing, planning and delivering training and events in an accessible style.

· Extensive knowledge of drug use and related problems
· Excellent understanding of drug treatment, harm reduction and related sectors. 
· Minimum of 2 years’ experience working within the care field preferably with people who use drugs or alcohol or within the sexual health field 
· Experience of working in the harm reduction services.
· Experience in developing and maintaining networks.
· An understanding of policy and practice

· Experience of research / survey work and working with and supporting peer researchers
· Experience of working in a national post.

	Essential

Essential

Essential

Essential

Essential

Essential

      Essential

      Desirable

      Desirable

	Qualifications 
	· Educated to degree level and/or relevant professional/vocational qualification and/or relevant experiences. 

· Training Qualification

· Relevant professional/vocational qualification in a health related field. 
	Desirable

Desirable

Desirable



	Job related skills 
	· Strong communication skills encompassing training facilitation, producing training materials and assisting with evaluation and monitoring.

· Ability to use individual initiative and work to tight deadlines within a changing environment as well as excellent organisational skills.
· Ability to work with the challenges of interpersonal and joint working.
· An excellent communicator at all levels who is able to write and speak persuasively to a diverse range of people.
· Ability to present information clearly and appropriately at service and strategic level meetings.
· Working knowledge of Microsoft Office, the internet & Outlook Express.
	Essential

Essential

Essential

Essential

Essential
Essential

	Personal attributes 
	· Commitment to a partnership approach
· Evidence of key interpersonal skills such as active listening, cultural sensitivity, healthy working boundaries, non-judgmental and an ability to manage conflict.

· Evidence of working with people from varying backgrounds – from service users, frontline staff and local policymakers. 
	Essential

Essential

Essential

	Work circumstances 
	· Willingness to cover a wide geographical area and to deliver training throughout Scotland.
· Willingness not work out with normal hours
· A current driving licence and use of a car.
	Essential

Essential

Desirable


Harm Reduction, BBV and Sexual Health Team
SDF aims to improve the health and well being of vulnerable young people, people who inject drugs, people engaging in chemsex, people using Image and Performance Enhanding Drugs (IPEDS) and people involved in prostitution who use drugs, through:
· Reducing drug related harms

· Reducing risk behaviours associated with the spread of BBVs and STIs 

· Increasing treatment uptake for BBVs and STIs 

· Reducing the risk and rate of unintended pregnancies 

· Having a positive and respectful approach to sexuality and sexual relationships: supporting safe sexual experiences free of coercion, discrimination and violence.

This will be done by:
Conducting baseline research with target populations and frontline services to identify specific risks in terms of drug use and sexual health, treatment needs, information needs and what workers need to know in order to support these populations effectively
SDF will conduct a mixed methods research study, with academic support on methods and data analysis through the employment of a health researcher.  SDF will be utilising peer researchers, where possible, to reach hard to engage groups.  The intention would be to interview between 50-100 people in each of the target groups, (People involved in chemsex, IPED users and people involved in prostitution who use drugs). This will involve using appropriate research methods for each of the target groups including collecting qualitative and quantitative data.  

Undertake a training needs analysis of workers working with vulnerable young people
This would provide baseline data against which work force related outcomes can be measured.  
Enabling/ensuring views and opinions of PWID to be effectively heard by policymakers and practitioners 
Ensuring PWIDs views are heard by policy makers and practitioners and acted upon through engaging with existing peer networks as well as facilitating 1-1s and/or focus groups of those at risk of or living with HIV all over Scotland.

Encouraging new models of care and treatment based on best practice via work force development and capacity building within Infectious Diseases services 
Support improvement, development and foster innovations in services who support PWIDs who are at risk of or living with HIV.
Ensuring that PWIDs with HIV or at risk of HIV and other BBVs have the appropriate increased knowledge and understanding of HIV treatment and prevention 
Improving knowledge, understanding of HIV treatment and prevention in PWIDs living with HIV, PWIDs at risk of HIV and the wider work force.

Working with PWID living with HIV to develop responses/ resources to reduce  intersectional stigma
Addressing and reducing stigma will be a key thread that runs through all of this work.  SDF will directly engage with PWIDs living with HIV to scope the extent of stigma and associated discrimination and will then work with PWID living with HIV to develop responses/ resources to reduce stigma.
Ensuring that the work force is fully trained and equipped to support the target populations in relation to good sexual and reproductive health, positive relationships, bloodborne viruses and other sexually transmitted infections 
Using knowledge and understanding from the research, appropriate training courses will be developed. 
Improving joint work between services for the target populations and related services. Raising awareness of the needs of the target populations to Alcohol and Drug Partnerships and Managed Care Networks
The aim will be to link services with local groups providing support and education to the target populations. The key aim will be to encourage such groups to explore local provision and encourage new developments, establishing partnerships between alcohol and drug services and sexual health services to ensure an integrated approach to care, including training existing staff groups to improve their knowledge and awareness of the substance misuse and sexual health issues commonly faced.
Identify through work with Alcohol and Drug Partnerships, Managed Care Networks, related forums and through training of frontline staff in specific areas where partnership working could be improved in order to enhance services for the target populations.

SDF will disseminate research findings through Alcohol and Drug Partnerships(ADPs), Sexual Heath and BBV Managed Care Networks(SH BBV MCNs), NHS health boards, SDF membership networks and other appropriate forums. The key aim will be to encourage such groups to explore local provision and encourage new developments. 
Key Outputs

Years 1-3

· Deliver 35 training and learning development days for staff working with vulnerable young people, including a brief evaluation questionnaire.

· Undertake five focus groups with PWIDs on specific topics/or one piece of peer research.  

· Deliver five presentations in partnership with PWIDs to different audiences including policy makers, service providers and academics.

· Hold networking events annually, ensuring input from PWIDs with HIV.

· Undertake one campaign/initiative annually- addressing different outcomes in the framework.

· Provide 40 HIV briefings and awareness sessions to staff per annum.

· 20 training days would be undertaken with key staff working with PWID each year.

· Undertake one campaign/initiative annually- addressing different outcomes in the framework – perhaps in line with World AIDs day or European Testing Week.

· Work with key stakeholders to develop adaptations/innovations to existing provision.

Year 1
· Publish report on mixed methods research with people engaged in chemsex, people who use image and performance enhancing drugs (IPEDs) and people involved in prostitution 
· Undertake a training and learning development survey (and focus groups) of staff working with vulnerable young people in relation to BBVs, sexual and reproductive health and harm reduction.

· Develop e-learning training specifically aimed at staff working with vulnerable young people on BBVs, S&RH and harm reduction.

Year 2 
· Design three training courses based on the findings of the research and deliver six pilot training sessions.

· Adapt training following feedback.

· Deliver 25 training and learning development days for staff working with people engaged in chemsex, people who use IPEDs and people involved in prostitution.
· Undertake a national event/conference exploring current and future service provision and staff capacity needs

· Provide e-learning on BBVs, S&RH and harm reduction. (To be updated year 3.)

· Repeat the staff survey to assess impact of work on staff knowledge and understanding.

Year 3
· Deliver 35 training and learning development days for staff working with people engaged in chemsex, people who use IPEDs and people involved in prostitution.
· Deliver capacity building event(s) to improve joint working and care pathways between key services.
· Raise awareness of the needs of the target populations to Alcohol and Drug Partnerships and Sexual Health and BBV Managed Care Networks.
· Undertake a national event/conference exploring current and future service provision and staff capacity needs

· Provide e-learning on BBVs, S&RH and harm reduction. 

· Repeat the staff survey to assess impact of work on staff knowledge and understanding.

Develop further information materials for both staff and service users – ongoing throughout the period of framework funding.

APPLICATION FORM FOR EMPLOYMENT

(Part A)

Please fill in this form using dark ink or typescript
You are asked to complete Part A for the purposes of diversity monitoring and also to ensure that we have your correct personal details should we need to contact you.

The information contained in Part A will not be made available to any person involved in the selection process until the final interview stage.

Data Protection Act 1998.  Please read and sign below:

In applying for this post I give my consent to Scottish Drugs Forum (SDF) holding and processing data which is relevant to the recruitment process.  

I certify that all the information contained in this form is true and correct to the best of my knowledge.  I realise that false information or omissions may lead to dismissal without notice.

Signature:  ……………………………………………

Date:  …………………………………..

	Post Title:  

	For office use only:

Applicant number

	Where did you see the post

Advertised?


	


PERSONAL DETAILS

	Title:
	Telephone:

	First Name:  
	Home:

	Surname:
	Mobile:

	Address:  
	Email:

	
	Work:                                            
(Please indicate whether we may, with discretion, contact you at work) Yes/No

	Post Code:

	


DIVERSITY QUESTIONNAIRE
All applications for jobs in SDF will receive equal treatment irrespective of their race, colour, nationality or ethnic national origin, religion, sex, sexuality, actual or perceived AIDS/HIV status or perceived association with an HIV positive person, marital status, age social background or disability.

The information requested below is for monitoring purposes only, to assist SDF in the implementation of its Diversity Policy.

The questionnaire is purely voluntary. Any information you choose to provide will be kept in strictest confidence and will not be seen by anyone involved in the selection procedure. Thank you for your co-operation.
	FULL NAME:  

	POST APPLIED FOR:  

	1. ETHNIC ORIGIN


	The groups listed below are ethnic categories used in the 2001 Census, and have not been created by Scottish Drugs Forum.  We appreciate that some people may prefer to classify ethnicity by reference to a different description.  To allow effective and appropriate comparisons with national statistics we encourage you to classify yourself using the following categories.  Which groups do you most identify with?  

Choose ONE section from A to E, then tick the appropriate box to indicate your cultural background.

A
White
B
Mixed, Mixed British, Mixed English, Mixed Scottish, Mixed Welsh, Mixed Irish

    English
    White and Black Caribbean

    Scottish

    White and Black African

    Welsh

    White and Asian

    Other, please specify

    Any other Mixed background, please specify


     
    Irish

    Any other white background, please specify


     
C
Asian, Asian British, Asian English, Asian Scottish, Asian Welsh, or Asian Irish

    Indian

D
Black, Black British, Black English, Black       Scottish, Black Welsh, or Black Irish

    African
    Pakistani

    Caribbean

    Bangladeshi

    Any other Black background, please specify 

    Any other Asian background, please specify


     
     
E
Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh, or Chinese Irish

F
     Not declared

    Chinese
    Any other background, please specify 
   

     



	


	2.
DISABILITY

A disabled person under the Disability Discrimination Act 1995 is described as anyone with “a physical or mental impairment which has a substantial and long term adverse effect on his or her ability to carry out normal day-to-day activities”.

This definition can be broken down to help explain the meaning of disability.



	· Physical impairment

· Mental impairment

· Substantial

· Long term 

· Normal day to day activity
	examples would be blindness, deafness, paralysis of a leg, heart disease and progressive conditions

includes an impairment resulting from or consisting of a mental illness.  Mental illness does not have to be clinically recognised to constitute a disability.

put simply, this means the effect of the impairment on ability to carry out normal day to day activities is more than minor or trivial.

has, or is likely to last at least 12 months.

i.e. normal for most people, and carried out on a regular basis, for example, washing, eating, catching a bus or turning on a television. 


	Do you consider yourself to have a disability? 
    Yes

   
No

If yes, please provide details of your disability and specify any adjustments we could make to accommodate your needs.

     


	3. 
GENDER   Are you?
 Male
 Female         Transgender Male    Transgender Female



	4.
AGE (please tick the appropriate box)


Are you?
 16 -  24

 25 – 34

 35 – 44



 45 – 54

 55 -  64                                      65 +



	5. 
MARITAL STATUS     Are you? 
 Married
 Unmarried        Same sex civil partnership 
 



	6.     RELIGION OR BELIEF

         Are you?         Anglican       Catholic    Presbyterian      Other Christian      Buddhist      Hindu      

                                 Jewish        Muslim       Sikh      Other Religion/Belief, please specify           


	7.     SEXUAL ORIENTATION 

We believe that it is helpful to gather this formation for the purpose of statistical analysis.  Although analysis will be more effective if everyone provides a response, we appreciate that this is a sensitive and personal question and therefore please be aware that your response is voluntary.
         Are you?        Heterosexual       Lesbian         Gay       Bisexual     Transsexual



	8.
CARING RESPONSIBILITIES

Do you have any care responsibilities for anyone? Yes                                    No 
If ‘Yes’ are they?
 Children under 16            Sick or Elderly             Disabled                



THANK YOU FOR COMPLETING THIS QUESTIONNAIRE
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APPLICATION FORM FOR EMPLOYMENT

(Part B)

Please fill in this form using dark ink or typescript
The information contained in part B will be used as part of the selection process and will therefore be made available to all persons involved in the selection process.

	Post Title:  

	For administrative purposes, please ensure that you put your initials in this box:

	Where did you see the post

Advertised?


	For office use only:

Applicant number


1. EDUCATION RECORD

Secondary Education

	Qualification
	Grade
	Where Achieved
	Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Further vocational and higher education

	Qualification
	Grade
	Where Achieved
	Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Professional Qualifications (ie membership of Professional Institutes or Associations)

	


Short Courses – Specialist training – Detail title, length, certificates gained etc.

	


2. EMPLOYMENT HISTORY

Begin with the most recent employer, please give reasons for any gaps in employment.
1.  CURRENT OR MOST RECENT EMPLOYER

	Name and Address of Employer 
Post Code:  

Tel No. 
	Dates of Employment:

Notice Period:

Reason for Leaving:



	Job Title:

Duties:



	Can we contact your current employer prior to interview?      Yes/No


2.  

	Name and Address of Employer 
Post Code:  

Tel No. 
	Dates of Employment:

Reason for Leaving:



	Job Title:

Duties:




3.  

	Name and Address of Employer 
Post Code:  

Tel No. 
	Dates of Employment:

Reason for Leaving:



	Job Title:

Duties:




	From
	To
	Name and address of Employer
	Position held and nature of duties
	Reason for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Continue on a separate sheet if required

3. RIGHT TO WORK IN THE UK

Prior to appointment you will be required to show documentation confirming your right to work in the UK.  This may be a passport, P45, P60 National Insurance card or other prescribed documents.

4. HEALTH

If an offer of employment is made, you will be required to complete a medical questionnaire. All employment is subject to the receipt of medical clearance satisfactory to the Scottish Drugs Forum.

If you have a disability please tell us about any adjustments we may need to make to assist you at interview:

5. REHABILITATION OF OFFENDERS ACT 1974

The rehabilitation of offenders Act 1974 (Exceptions) Order 1975, as amended applies to many posts within Scottish Drugs Forum.  In such instances offers of employment will be subject to a satisfactory disclosure being received. 
6. REFERENCES

List two professional referees who are familiar with the quality of your work, have worked directly with you, and have known you at least two years.  (One of these must be your last employer)

*Please tick the box if you have any objections to a referee being contacted prior to interview.

	1.  Name and Address of Referee


	2.  Name and Address of Referee

	Tel No:
	Tel No:



	Email:


	Email:

	Occupation:


	*
	Occupation
	*


7. SKILLS AND EXPERIENCE

Using the person specification and job description, please tell us about your qualities, skills and experience that you believe make you the right person for this post.  Please make sure you give relevant examples to illustrate how you will meet the essential and desirable requirements as detailed in the job description.  Please continue on a separate sheet if necessary (1 A4 sheet only).  CVs will not be considered.
8. PLEASE STATE BRIEFLY YOUR REASONS FOR APPLYING FOR THIS POST

Please continue on a separate sheet if necessary (1 A4 sheet only).

Thank you for taking the time to complete this application form.  We will be touch should your application for interview be successful.
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