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Progressio has made a significant contribution to international development and human rights for more than seventy years. We support poor and marginalised people, especially women, to empower themselves – People Powered Development – by placing development workers to share skills in nine countries, and through our international policy, advocacy and campaigning. Progressio has Catholic roots and works with people of all faiths and none.



ICS Project Support Officer (Action at Home)

Salary 
£23,036 gross pa, Grade B
Status
Fixed-term contract, until January 2016 (with a possible extension to June 2018 depending on funding), full-time (35 hours per week)
Reports to 
ICS Programme Manager

Key relationships
The post holder is part of the International Citizen Service (ICS) team, and will work closely with the Public Engagement team, and other UK and in-country staff

Based in
Brixton, London
	This is a great opportunity for an outgoing and dynamic individual, with an ability to engage effectively with young adults. The post holder will be responsible for delivering post-placement training and supporting volunteers on their return to the UK from their overseas placements, including ensuring completion of their Action at Home.

The post holder should have skills in administration, logistics, social media, and the ability to deliver training sessions and inspire young adults to take up action, and remain engaged with Progressio post-placement.



ABOUT PROGRESSIO AND OUR APPROACH

Progressio is a UK-based charity working internationally to enable people in developing countries to challenge and change the situations that keep them poor. We currently work in nine countries and have a long history of working in fragile, post-conflict and authoritarian states. 

We develop long-term partnerships with local organisations and community groups in the global South, providing practical support through development workers (DWs), mostly from the global South, who share skills, know-how and training. We also send committed young adults from the UK to engage in community development work for 10 weeks - this programme is called Progressio ICS. Both DWs and Progressio ICS placements contribute towards improving the lives of thousands of people in poor communities.

Because poverty is about unequal power relations and a lack of human rights, we work with a wide range of people who are poor and marginalised to change the structures that keep them in poverty. We support them in their calls for policy change. With our supporters, we stand alongside them in demanding that decision-makers around the world sit up and listen to them.

Inspired by our Catholic roots, we believe that experiencing ‘life in all its fullness’ includes freedom and control over one’s life and future. It means challenging inequalities and power imbalances. We see every person as sacred, having inherent dignity, so we stand in solidarity with poor and marginalised people in achieving their rights. We call this people powered development.

GOVERNANCE

As a UK registered charity, Progressio has a Board of Trustees that is responsible for the overall strategic vision of the organisation. There are also two committees and a working group. The Chief Executive is directly accountable to the Board with direct management from the Chair of Trustees. 

STAFF AND SUPPORTERS AROUND THE WORLD

The Progressio family includes our office in London; our regional and country offices; and Progressio Latina, which raises funds for and oversees our work in Central America. 

Progressio works in Central America (El Salvador, Honduras and Nicaragua); Hispaniola (Dominican Republic and Haiti); Somaliland; Southern Africa (Malawi and Zimbabwe) and Yemen. We have a sub-regional office in Tegucigalpa that oversees our work in Central America, with smaller offices in Nicaragua and El Salvador. A sub-regional office in Harare oversees our work in Southern Africa, with a smaller office in Malawi. In Santo Domingo, a sub-regional office oversees our work in the Dominican Republic and Haiti, where Progressio works in strong collaboration with Christian Aid. We also have country offices in Somaliland and Yemen. Our country teams in El Salvador, Honduras, Malawi, Nicaragua and Zimbabwe are also responsible for the running of Progressio ICS in these countries.

Progressio has five teams: 

The International Programmes team oversees Progressio’s development worker programmes. The team includes in-country staff, comprising Sub-Regional Managers, Country Representatives and support staff, and the UK-based Director of International Programmes, Programmes Officer and Programme Funding and Learning sub-teams, and works closely with all other teams. The Learning team is responsible for monitoring and evaluation and learning across the organisation. The Programme Funding team is made up of London-based staff and regionally-based Funding Officers, and secures grant funding from institutions.

The Finance and Administration team is responsible for financial management, recruitment, selection and training, Progressio Central America/Progressio Latina, the ICS Programme, and general administrative, HR and IT support to Progressio.

The International Citizen Service team oversees our young adult volunteering programme, Progressio ICS, working closely with in-country staff on planning and delivery. 

The Policy team works closely with partners, development workers, youth volunteers and UK-policy-makers to influence and bring about change in policy at national, regional and international levels. The team seeks to provide a platform for Southern voices through its policy work. 

The Public Engagement team is a new integrated department combining Campaigns, Communications and UK supporter staff, who also work closely with the Policy and ICS teams. The integrated team will deliver our new people engagement strategy. The team works to secure funds from priority UK audiences. Progressio is a membership organisation and we have a supporter and campaigning base of approximately 5,000 people. Active engagement with our supporters, to inform and mobilise them, is a vital part of our mandate.

More detailed information about our work, thematic areas and overseas programmes is available on our website: www.progressio.org.uk
ICS BACKGROUND 

International Citizen Service (ICS) is an opportunity for volunteers to help some of the poorest people in the world and learn valuable new skills at the same time. Funded by the Department for International Development (DFID) and run by some of the most respected names in international volunteering, it is the UK’s foremost global volunteering programme for young adults.

ICS brings young adults from the UK and the different countries we work in together to fight poverty, making a difference where help is most needed. Young volunteers, informed and inspired by their experience, then embark on lifelong journeys of positive involvement in community development issues.

ICS placements are designed so that volunteers genuinely contribute to development, and to the raising of development awareness whilst in country and on their return to the UK. The experience is also designed to have a lasting impact on the volunteers themselves; to broaden horizons, develop new skills and foster self-reliance. Volunteers, inspired by their experience, become more committed to international development, social change, advocacy, and to becoming supporters of Progressio’s work. 

Progressio has successfully completed the pilot stage of ICS, in which 130 Progressio volunteers were posted between July 2011 and March 2012, and is now implementing Phase II of the programme (which started in March 2012), which involves posting 730 volunteers. Volunteers are placed in El Salvador, Honduras, Malawi, Nicaragua and Zimbabwe on 10-week placements. The annual cycle break down is: January, April, July and October. Phase II of the ICS project lasts three and a half years and is due to end on 31 August 2015. 

The ICS consortium has recently bid for a new phase of funding for the programme. This is expected to last until June 2018, and under the new programme Progressio will be sending 765 UK volunteers on 10 to 12 week placements. 

Volunteers work in groups of about six to 12, together with a Group Leader, and undertake a series of coordinated activities relating to identified global themes, which includes conservation (e.g. reforestation and protected areas), community development projects (e.g. building greenhouses and kitchen gardens, or informal youth work), sustainable tourism, teaching support, sports and arts activities with local young people, and advocacy (such as producing material for training and/or communication campaigns and HIV awareness raising and prevention campaigns). ICS placements are offered in both rural and urban locations. Since the start of the ICS Phase II, UK volunteers have been working alongside a group of an equal number of national volunteers and a national Group Leader. 

At the end of their placements, UK and national volunteers complete a level of local action that suits their interests and motivations (Action at Home). They also attend a two-day Returned Volunteer Event. 

Further information about Progressio ICS can be found on: www.progressio.org.uk/ics  

ICS TEAM 

This fixed-term post is located within the ICS team. The team works closely on a day-to-day basis with London and in-country staff, and with the ICS central hub.

The ICS team consists of a Programme Manager, two Project Officers, a Project Support Officer, a Project Support Officer (Recruitment), an Administrator, and a designated Accountant. The team is also assisted by office-based volunteers, who provide support in areas such as campaigning, fundraising, communications, recruitment, selection and training, along with other staff members. 

It is worth mentioning that the post holder will be required to work around three weekends per quarter (i.e. the Returned Volunteer Events, selection days, and/or pre-departure training). Progressio does not pay overtime but time off in lieu may be taken, in consultation with the Programme Manager.

THE POST

The post holder will be responsible for the end stage of the volunteer journey:

· Coordinate and deliver the Returned Volunteer Events.

· Support Returned Volunteers on their return to the UK, particularly with their Action at Home.

Once a candidate has been selected for Progressio ICS, and until they return to the UK, they will be supported by the two Project Officers and the Project Support Officer.

The post holder will work closely with the Project Support Officer (Recruitment) and both are supported by an Administrator. 

The post holder will also work closely with the Activism Officer, who is responsible for Progressio’s Empower programme, in order to engage Returned Volunteers with the programme. Further information about Progressio Empower can be found on our website:  www.progressio.org.uk/empower
- Accountability

The post holder is line managed by the ICS Programme Manager.

- Duties and Responsibilities

a)
Returned Volunteer Events
1. Lead responsibility for the Returned Volunteer Events (one or two per quarter), making all the necessary logistical arrangements, including:

a. inviting Returned Volunteers and ensuring maximum numbers attend

b. research and hire of venue

c. catering arrangements

d. identifying and briefing facilitators

e. travel and accommodation bookings

f. drafting and circulating timetables

g. processing the reimbursement for volunteer travel

h. inviting former Returned Volunteers to attend and share their experiences and encourage the new batch of Returned Volunteers in terms of their Action at Home.

2. Develop and maintain the content of the Returned Volunteer Event sessions, in conjunction with other Progressio staff (e.g. fundraising, campaigns, recruitment, selection and training).

3. Facilitate Returned Volunteer Event sessions.
4. Ensure quality photos (and if possible video footage) are taken and publish them on Progressio social media platforms (Facebook, Twitter and LinkedIn).

b)
Returned Volunteer support
1. Support and ensure the Returned Volunteers successfully complete their Action at Home, if needed find suitable opportunities for them to take part in.  

2. Report on Action at Home and relevant Knowledge, Attitude, and Practice (KAP) surveys, and ensure they are completed by the Returned Volunteers.
3. Coordinate communications from both the ICS team and other Progressio teams with Returned Volunteers.

4. Work with the Public Engagement team, and encourage Returned Volunteers to fundraise and campaign for Progressio and join/engage with the Empower Programme, including promoting these opportunities on Progressio social medial platforms.

5. Encourage and support Returned Volunteers to promote Progressio ICS through the media (e.g. writing to their local newspaper, press releases, contacting local radio stations, meeting their Member of Parliament).

6. Coordinating references for all Returned Volunteers, ensuring they are produced after each volunteer cycle, and responding to reference requests.

7. Conduct Returned Volunteer debriefs (face-to-face and telephone). 

8. Ensure certificates are sent out to Returned Volunteers in a timely manner.

9. With the Project Support Officer (Recruitment), the Public Engagement and Recruitment teams, engage Returned Volunteers and in-country teams on ‘international days’ (e.g. International Youth Day, International Volunteer Day, World AIDS Day), seeking to engage current and returned volunteers to take part.
10. Ensure Action at Home blogs, newspaper articles, photos and video are effectively promoted on Progressio’s social media platforms.

11. Assist the Administrator with the content of the ‘Opportunities’ email to Returned Volunteers and ensure it is sent out on a fortnightly basis.

c)
Information management and compliance 
1. Be responsible for checking, managing and responding to correspondence (postal, email, fax) relating to the role, including the Returned Volunteer email and phone enquiries in a timely, accurate and professional manner. 

2. Develop and maintain information management systems (paper and e-based) regarding Progressio ICS (e.g. Action at Home activities), whilst complying with data protection procedures.

3. Maintaining volunteer records on the general ICS database (Jobscience). 

4. Liaise with the ICS Programme Manager and ensure expenditure related to the role is within budget.

5. Ensure all role-related expenditure is properly coded and processed in a timely manner.

6. Attend ICS central hub meetings and share information with the ICS team, and when appropriate with the in-country teams, particularly around campaigns and funding initiatives for national volunteers’ Action at Home.
7. Maintain the ‘Action at Home’ page of the Progressio website ensuring content is up-to-date.
d)
Monitoring and evaluation
1. With the other members of the ICS team, input, collate and analyse relevant data for monitoring and evaluation purposes (e.g. Action at Home).

2. Compile and provide the ICS central hub with monthly Action at Home stats and updates.

e)
Selection and training
1. Participate in training (pre-departure and Group Leader sessions) as a facilitator, as and when needed.

2. Participate in ICS selection events as a selector, including interviewing.
3. Encourage Returned Volunteers to take part in selection and training days.

4. Encourage Returned Volunteers to recommend Progressio ICS through their contacts and networks and in this way generate applications (‘Refer a friend’ incentive scheme) and ensure vouchers are issued.

5. Support the Project Support Officer (Recruitment) to contact Returned Volunteers and encourage them to attend recruitment events, university fairs, etc, as part of their Action at Home.

f)
Other requirements 

1. Assist the ICS team as required and participate in weekly team meetings. 

2. With the Project Support Officer (Recruitment), agree and allocate the workload of the Administrator, ensuring this is realistic and equal across the two roles. 

3. Work with the ICS team to review and continue improving all parts of the volunteer journey.
4. Be an active member of Progressio’s Social Media team. 
5. Attend and contribute to staff meetings as required.

6. All Progressio posts are self-servicing and the post holder will be expected to do her/his own typing, administration and filing.

7. The post holder will be required to comply with Progressio’s organisational policies, especially with regards to health and safety, equal opportunities and diversity, anti-bribery and other relevant policies as advised. 

The balance of these tasks will be determined by the requirements of Progressio at any particular time and agreed in consultation with the Programme Manager. Since Progressio is a small organisation, staff may be asked to share, from time to time, in central service functions. Therefore, there may be times when the post holder is asked to take part in work not specifically indicated in their job description.

PERSON SPECIFICATION

This section outlines the skills and requirements we seek for this post, please read it carefully and ensure your application addresses each of these (giving clear examples).

	Specification


	Essential


	Desirable



	Education 
	1. Degree in a relevant field or equivalent experience


	

	Experience 
	2. Proven experience in public speaking or presenting to and engaging with groups of young adults 

3. Previous experience of supporting, motivating and enthusing volunteers

4. Experience of writing inspiring web content, and of using social media (e.g. Facebook, Twitter, LinkedIn) for promotional purposes 

5. Demonstrable administrative experience in a fast paced environment 

6. Experience of organising and prioritising a demanding workload, including working under pressure to achieve deadlines and adjusting workload in response to changing circumstances 

7. Experience of dealing with enquiries from the general public (e.g. phone calls and correspondence) in a friendly, tactful and confident manner

8. Experience of working in a supportive and enabling role and building working relationships with a culturally diverse workforce


	22. Experience of delivering training sessions to young adults 

23. Experience of using databases 



	Skills and knowledge 
	9. Solid office/administration skills, including good overall knowledge of administrative systems, excellent attention to detail and accuracy

10. Ability to relate to young adults

11. Excellent interpersonal and communication skills, including the ability to communicate and engage with a wide range of people in a confident and collaborative manner, and to enhance effective work relationships 

12. Creativity, enthusiasm and the ability to inspire volunteers to take action on their return and stay committed to Progressio 

13. Good problem solving skills and an openness to receiving feedback 

14. Ability to use own initiative to deliver expected project outcomes to a high standard (on time and within budget)

15. Discretion and the ability to handle confidential information appropriately

16. Excellent written and spoken English, including the ability to write reports and other relevant documentation

17. Excellent computer and numeracy skills (including Microsoft Excel, Word, PowerPoint and Outlook)


	24. Spanish language skills (written and spoken)

25. Knowledge of some of the relevant UK initiatives/networks which young adults can participate in on their return



	Other
	18. A genuine interest and understanding of international development issues, particularly of the role young adults can play in community development 

19. Willingness to undertake occasional UK travel, and to work occasional evenings and weekends 

20. Strong personal commitment to Progressio’s vision, values and goals, and ability to put them in to practice

21. Cultural awareness and sensitivity in an inter-faith setting


	


TERMS AND CONDITIONS

· Fixed-term contract, until January 2016 (with a possible extension to June 2018 depending on funding), with a three-month probationary period. If this period is successfully completed, the post holder will be confirmed in post for the remainder of the contract.

· Full-time (35 hours per week) with time off in lieu for overtime worked. 

· Salary of £23,063 gross pa, Grade B.

· Annual increment of £450 (January 2016).

· Voluntary contributory pension scheme with generous employer contributions after completing probationary period. 

· 25 days annual holiday (pro rata) plus working days between Christmas and the New Year, plus statutory holidays.

· Death in Service Benefit.

· Progressio offers childcare vouchers and participates in a Ride to Work scheme, plus a number of other benefits.
Trade Union Membership

Progressio staff members are free to join an appropriate trade union if they wish. Membership is available through the shop stewards.

HOW TO APPLY

	It is essential that you complete an application form in full, as very specific information is required and will be used to decide whether or not you will be short-listed for interview. Please note that CVs/ resumes will not be considered.

For further information and an application form visit www.progressio.org.uk/jobs
Closing Date: 12 August              Interviews: Week of 17 August
Please return the completed application form to: Recruitment@progressio.org.uk


	Follow Progressio on LinkedIn to receive regular updates on our latest vacancies.




EQUAL OPPORTUNITIES

Progressio promotes diversity and equality of opportunity and welcomes applications from people regardless of sex, race, disability, sexual orientation, age and religion or belief.

Progressio is committed to making every reasonable adjustment to the workplace in order to accommodate people with disabilities.

Due to UK law, Progressio is only able to employ people with employment rights in the UK/EEA.

Progressio is the working name of the Catholic Institute for International Relations (CIIR).

Charity registration number: 294329.
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