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Dundee International Women’s Centre
  
Respected, Equal and Safe Education and Support Worker
Dear Applicant
Thank you for your interest in applying for a post with Dundee International Women’s Centre (DIWC).

Please find enclosed the following documents: 

· Background and History of DIWC

· Advice on completing the Application Form

· Job Description and Person Specification

Please do not send a curriculum vitae as this will not be considered. 

Please note, all applications and relevant recruitment documents will be held confidentially and destroyed after 6 months, apart from application documents relating to the successful candidate.

Your completed application should be submitted via email by sending it to mail@diwc.co.uk. 

Closing date for applications is Sunday 9th March 2025 at midnight. Please note that applications submitted after this date and time will not be accepted.

Interviews will be conducted week beginning 17th March 2025.
Please note this post is 20-hour post.

We look forward to receiving your completed application form. 

Enquiries about this position are welcome by emailing mail@diwc.co.uk 

Yours sincerely
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Kristina Piggott


Manager Strategy and Operations
Background of Dundee International Women's Centre

DIWC has been in existence over 55 years and aims to promote and create opportunities for women's social, political and economic inclusion and for the advancement of education. The Centre has developed an expertise in working with women, particularly those from black and ethnic minority communities, living in Dundee and environs and runs a programme of social, recreational and educational activities along with speciality projects.
DIWC reviews its aims and objectives on an annual basis, setting out clearly the work of the Centre for the forthcoming year. In order to ensure the effective implementation of these objectives each staff member is expected to contribute to the planning process and to prepare and work to an individual work plan in relation to their key areas of work.

Our values are: Trust, Respect, Support, Equality, Approachability 

	Post Title: 
	Respected and Equally Safe Education and Support Worker 

	Responsible to: 
	Team Leader 

	Salary: 
	£17,339 per annum (based on a 20-hour work week) £30,443 FTE

	Hours of Work: 
	20 Hours per week 

	Location: 
	Office based in Dundee International Women's Centre. 
Remote working is not available due to the nature of the role. 

	Main purpose: 
	The RES Education and Support Worker will lead a project to develop and deliver a comprehensive programme of education and training on Violence Against Women (VAW), with a specific focus on the experiences of Black and Minority Ethnic (BME) women, both within the centre and in the wider community. The role involves delivering learning sessions on various VAW topics, providing 1:1 support to women attending the centre who are experiencing domestic abuse, offering assistance with disclosures, and linking women to specialist VAW services in Dundee. The role will ensure the identification of risk, focusing on safety and support through a trauma-informed approach.

	Closing Date: 
	Sunday 9th March 2025 at midnight  



	Holidays: 
	38 days annually for full-time employees, comprising 31 days of annual leave and 7 bank holidays (pro rata for part-time employees). 

	Interviews:
	Interviews will be at the centre week beginning 17th March 2025

	Pension: 
	Employer contribution at 3% 


This post is exempt under Schedule 9 of the Equalities Act 2010 and is open to women only. 

ADVICE ON COMPLETING YOUR APPLICATION FORM
As part of DIWC’s commitment to equal opportunities, candidates for each post are treated equally and fairly. Application forms are the only basis on which the first selection is made to decide who will proceed to the next stage of recruitment. Therefore, only information which appears on the form (and any continuation pages) can be considered. It is very important that your completed form contains both the information we need about your skills and experience and the information you want to give us to showcase your skills and experience. 

The following advice notes are intended to help you to complete your form effectively.

1
Please read all the information provided, especially the job description, job tasks and person specification. These outline the key duties you would be expected to carry out in this post, and lists the skills, knowledge, and abilities that the short listing/interview panel will be looking for.

2
The ‘Why are you suitable for this position?’ section is your chance to explain why you are suitable for the job. It is not enough to say you have the experience – you must demonstrate experience and skills with specific examples. Relevant experience may be from your current or previous jobs or volunteering and life experiences. 

3
Please do not send your CV in addition to or in place of a completed application form, as it will not be considered by the short-listing panel. 
4
All applicants must complete all parts of the application form. 

5
Application forms must arrive on time; forms arriving after the closing date and time will not be considered.

6
If you do not wish one or all references to be contacted before interview please indicate on the relevant page. It is our policy not to make a job offer without taking up references.

Please email any questions relating to the application form to mail@diwc.co.uk 
JOB PURPOSE

The RES Education and Support Worker will lead a project to develop and deliver a comprehensive programme of education and training on Violence Against Women (VAW), with a specific focus on the experiences of Black and Minority Ethnic (BME) women, both within the centre and in the wider community. The role involves delivering learning sessions on various VAW topics, providing 1:1 support to women attending the centre who are experiencing domestic abuse, offering assistance with disclosures, and linking women to specialist VAW services in Dundee. The role will ensure the identification of risk, focusing on safety and support through a trauma-informed approach.
KEY RESPONSIBILITIES
1. Education

· Develop and deliver an educational programme on VAW, tailored to the needs of BME women. This includes delivering bitesize sessions within the centre on these topics along with delivering training to external organisations and professionals 
· Raise awareness of VAW issues through workshops, discussions, and training sessions.

· Contribute to the development of policies and procedures related to VAW at DIWC.

· Maintain records, monitor progress, and report on the impact of the programme.

· Work to specific targets and adhere to all deadlines.

· Implement, develop, and manage project targets, objectives, and outcomes as set by the funder and DIWC.

· Create an up-to-date training programme, ensuring content and quality are regularly assessed.

· Liaise with learners and staff to assess training needs and develop innovative training solutions, including online content, printed materials, group sessions, and videos.

· Deliver both in-person and online training sessions, ensuring a structured timetable.

· Review and update training materials based on the latest research.
· Deliver training at multiple levels and work with managers to address any challenges in delivery.

2. Support
· Provide 1:1 support to women at the centre who are experiencing domestic abuse, including responding to disclosures sensitively and appropriately.

· Signpost and refer women to local VAW support services, building strong links with relevant organisations in Dundee.

· Work in partnership with local agencies to improve access to support for women experiencing domestic abuse.
3. Other Duties
· Demonstrate cultural competence in working in a multi-ethnic, multi-disciplinary women’s centre.

· Lead, inspire, and develop team members to empower them in their roles.

· Build and maintain strong partnerships to support the project’s objectives.

· Stay informed on new research and adapt delivery methods accordingly.

· Adhere to strict deadlines and professional standards, including confidentiality.

· Organise and participate in Continuous Professional Development (CPD).

· Monitor and evaluate the effectiveness of training programmes.

· Carry out other relevant tasks as required.
This job description is a broad picture of the post at the date of preparation. It is not an exhaustive list of all possible duties, and it is recognised that jobs change and evolve over time. Consequently, this is not a contractual document, and the post holder will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job. 
 
DUNDEE INTERNATIONAL WOMEN'S CENTRE
PERSON SPECIFICATION – Team Leader

All aspects are evaluated through the application form and interview.

	
	Essential
	Desirable

	Professional Education and Qualifications
	Qualification or Continued Professional Development (CPD) in Violence Against Women (VAW).
	Professional Development Award in Domestic Abuse Advocacy.

	Relevant Work Experience
	At least 2 years’ experience working in an environment requiring similar knowledge and skills.
	Experience supporting women with varying and complex needs.

	
	Knowledge and/or experience of the MARAC (Multi-Agency Risk Assessment Conference) process and representing your agency at these meetings 
	

	
	Knowledge of domestic abuse, adult support and protection, and trauma-informed approaches.
	

	
	Understanding of the specific barriers to engagement across communities.
	

	
	Experience working in multi-ethnic and multi-level training environments.
	

	
	Experience of delivering training to a range of different audiences
	

	
	Proven experience in partnership working and expanding outreach efforts.
	

	Skills and Knowledge
	Proven ability to plan and manage projects independently while meeting funder requirements.
	Knowledge of the local VAW landscape in Dundee.

	
	Strong research skills and ability to design new training materials while adhering to policies and procedures.
	Ability to speak an additional language relevant to the community served by DIWC.

	
	Experience maintaining detailed records of work.
	

	
	Ability to implement effective evaluation methods to measure project impact.
	

	
	Strong IT skills, including the ability to create sustainable training materials.
	

	
	Experience writing reports and working to professional standards and boundaries.
	

	
	Ability to work independently and meet deadlines.
	

	
	Good organisational and communication skills, including written and verbal communication.
	

	Personal Qualities
	Committed to DIWC’s mission to empower women and support BME communities.
	

	
	An effective approach to work.
	

	
	Non-judgemental.
	

	
	Reflective of own work and abilities.
	

	
	Compassionate and empathetic.
	

	
	Acts with integrity and respect when working with individuals and agencies.
	

	
	Fluency in written and spoken English 
	

	Additional Job Requirements 
	Must be a member of the PVG Scheme or willing to join, with a satisfactory scheme record and/or an updated scheme record. 
	 

	 
	Ability to work from the centre, with flexibility to work evenings and weekends as needed to support the needs of DIWC. 
	 


DIWC is a private Ltd Company No. 268081 and Scottish Charity No. SC014949

