
FREELANCE HELP-LINE  DEVELOPMENT PROJECT COORDINATOR 

ROLE DESCRIPTION

HOURS REQUIRED 
One day per week for 12 months 

PAYMENT: 

£105 per day 
RESPONSIBLE TO:
Director  
RESPONSIBLE FOR:
Developing + implementing new ways of supporting and informing LGBT people using new technologies to support and complement the telephone help-line. 
Overview
Brighton & Hove LGBT Switchboard aims to build capacity to reach more vulnerable and socially excluded LGBT people supporting them with their mental health and general wellbeing needs through the use of volunteers, and providing opportunities for LGBT people to gain skills and work experience. Our development project aims to review the telephone help-line and reach more people enabling them to connect with us in different ways using technology, the internet and social media providing information, support and signposting to service users. 
Who we are looking for 
We are looking for someone with a strong technical background who is able to integrate with the existing Switchboard technology infrastructure and extend it into new areas. The role requires someone who can work well under their own direction, owning a project and delivering it when complete to the organisation. This includes considering organisational concerns, policies & procedures, updating them and training key staff and volunteers on the project.

Key tasks and Responsibilities

1. Support the review of the help-line service to inform developments involving service users, volunteers and including peer evaluations with similar services nationally and develop partnership working locally where relevant  

2. Develop and implement additional methods of providing information and support using new technologies to increase access to the service e.g. web chats, email, texts, apps. 

3. Support and train staff and volunteers in the use of technologies to deliver the information and support services as required.  
4. Integrate the additional service delivery methods into Switchboard’s help-line core business including reviewing and updating policies, procedures and systems.   

5. Provide statistical information, develop, implement and support monitoring and evaluation methods and systems.
6. Evidence project outcomes and provide project reports as required 

7. Carry out administrative duties in connection with the role and attend supervision and staff and trustee meetings as required.
8. Contribute to the overall achievement of LGBT Switchboard’s mission, aims,  objectives and strategic business plan

9. Contribute to the provision of a supportive working environment for all staff and volunteers 
10. Undertake any other duties that are relevant and appropriate to the role.  
PERSON SPECIFICATION

The successful applicant must be able to demonstrate empathy for our service users and be committed to the promotion of a supportive working environment.

The successful candidate will be subject to an enhanced DBS check

	KNOWLEDGE AND TECHNICAL SKILLS

	

	1
	Knowledge of LGBT communities and the issues that affect them 
	E

	2
	Wordpress, content management – managing installations, plug-ins, upgrades
	E

	3
	HTML4/5, CSS, Javascript 
	E  

	4
	Web hosting including cpanel 
	E

	5
	Browser compatibility 
	E

	6
	Mobile device compatibility 
	E

	7
	Native iOS/Android apps
	E

	8
	Understanding of internet security at both a technological and human level
	E

	9
	Social media 
	E

	
	
	

	EXPERIENCE


	

	1
	Experience of developing and applying technological solutions 
	E

	2
	Experience of supporting and training people with different IT abilities in the use of new technologies 
	E

	3
	Experience of information and support services including telephone help-lines 
	D

	4
	Experience of the community and voluntary sector 
	D

	SKILLS AND ABILITIES


	

	1
	Excellent IT skills 
	E

	2
	Ability to research and implement creative technological solutions at minimal cost
	E

	3
	Ability to work on one’s own initiative, prioritise own work, own a project and effectively deliver it to an organisation when complete
	E

	4
	Excellent communication skills with ability to translate organisational objectives into technical solutions and in return translate technical solutions into everyday language to people of all IT abilities. 
	E

	5
	Ability to consider organisational concerns, policies and procedures updating them to reflect project developments. 
	

	6
	Ability to develop and use monitoring and evaluation systems and methods and produce concise reports and documents.
	E

	7
	Ability to work effectively independently and within a team.
	E

	8
	Good interpersonal and networking skills.
	E

	9
	Excellent organisational skills.
	E

	10
	Ability to develop new initiatives and respond to the changing needs of the organisation and its volunteers.
	E

	
	GENERAL QUALITIES 


	E

	1
	An awareness of and sensitivity to the needs of volunteers and service users.
	

	2
	A proven willingness to work within organisational policies and procedures. 
	E

	3
	A willingness to work evening hours 
	E

	4
	A willingness to travel to undertake peer evaluations as part of the service review 
	E


Please send in:
· Your CV

· A summary (no longer than 2 pages) detailing why you think you are suitable for the role and how you meet the criteria
· Names with email/address and phone numbers of two referees
Return your completed application to: mandy.gibson@switchboard.org.uk
Please remember the deadline is 27th September

