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Peer Support and Recovery Housing Development Manager 
Job Description and Person Specification
Background

Portland House is a new initiative in Edinburgh providing safe group accommodation for people leaving Lothian and Edinburgh Abstinence Programme (LEAP) following treatment for drug and alcohol addiction. 

Comas is the employer hosting this project on behalf of the partnership (LEAP, City of Edinburgh Council, Transition and Comas). LEAP is the accountable body for the grant funding and the treatment centre from which residents in Portland House have graduated. City of Edinburgh is the housing provider and Transition Project is the main education and employability support provider to residents.

Comas is a small voluntary organisation which has a dynamic and diverse programme of activities supported by a range of short term funding arrangements and our own income generation.  

Our work as a community development agency requires staff to be committed to some common working principles:

· Commitment to continuing professional development, reading and research to maintain up to date knowledge and analysis of social issues and responses to them
· Using an action learning approach to ensure continuous development and improvement
· Taking on challenging and complex pieces of work with the ability to think creatively and bring new perspectives

· Using community development principles to ensure individals and groups are empowered to develop, learn and create connections with others throughout the different strands of our work

· Sharing responsibility for the development of Comas as a whole, helping to establish our reputation for innovation and excellence, and contributing to our long term sustainability.
Terms and Conditions

Role: Peer Support and Recovery Housing Development Manager 
Hours: 37
Term:  One year initially, renewable subject to the availability of funding and satisfactory performance
Pattern of working: flexible, but will include evenings and some weekends

Location: Comas HQ, currently the Serenity Café, 8 Jackson’s Entry, 111 Holyrood Road, EH8 8PJ with an expectation of regular working at Portland Recovery House in Leith.
Rate of pay: £28,680
Appointment: subject to completing a satisfactory probationary period of four months
Reporting / Support: Ruth Campbell will manage the post on behalf of Comas, the formal employer. However project steering groups may guide the direction of specific areas of work.

Closing date for applications: 27th February 2012, 5pm

Interviews: 12th March, in Edinburgh. Candidates will be invited for interview by 7th March so please keep this date provisionally free until the 7th. If you have not heard by this date you can assume you have not been shortlised for the first round of interviews.
Job Description

1. Tasks specific to the peer support and recovery house development manager role: 
· Develop peer support for recovery house residents, and develop resident self-management 40%
· Engage residents in reflecting on their personal needs for a positive home life and understand how this links with their views on their recovery journey

· Engage residents in developing a positive group living situation and encourage resident-led initiatives and systems to support this

· Recruit and supervise peer supporters to engage with residents to support all aspects of their recovery capital
· Enable peer supporters to resolve difficulties within Portland House that residents may experience, and to manage the positive group living experience through resident-led agreements and rules; keeping the environment safe and managing risk; appropriate liaison with staff in LEAP and CEC Randolph Crescent
· Enable peer supporters to link residents with recovery community activities and other support (recovery coaching or Circles) appropriate to needs identified by residents

· Enable peer supporters to work with residents to develop skills and experience which will help them progress towards independent tenancies when they are ready to do so, Devise and support an approach to resident-led management of the recovery house which accounts for resident turnover and makes best use of peer supporters

· Develop the timebanking system to encourage volunteer peer supporters 20%
· Engage the wider community in providing ‘reward’ for timebankers

· Link to wider initiatives that help build community skills to contribute to the scheme

· Encourage corporate supporters to contribute ‘reward’ for timebankers

· Devise a logging and monitoring system for time banked and rewards reclaimed

· Devise ‘exchange rates’, rules and regulations

· Work with members of the recovery group to form an advisory group to oversee the timebank

· Train members of the recovery community to help administer the timebank

· Liaise with all partners in the Recovery House Partnership: LEAP (Lothian and Edinburgh Abstinence Project), City of Edinburgh Council, Transition Project and Comas (Serenity Café)

· The above activities will take place in close consultation with partners
· Support for residents will be carried out in collaboration with staff working directly with them in partner agencies to support their recovery whilst respecting their confidentality and rights under data protection
· Development and supervision of peer supporters will take place within this framework
· Partners are key collaborators on this development and future recovery housing developments, in particular the post holder will contribute experience from Portland Recovery House to development of a recovery housing initiative for women 
2. Tasks which underpin this role and the Comas approach to development:
· Integrate recovery housing development with initiatives in the wider recovery community 10%
· Collaborate with all partners to ensure that initiatives in peer support, learning and other opportunities are used to the best advantage of residents and peer supporters
· Managing staff/volunteers associated with development of peer support and recovery house initiaitives which may arise through short term grants  10%
· Supervise staff, including trainees/apprentices; supervising volunteers or overseeing this

· Monitoring staff work planning and review; monitoring volunteer planning and review

· Assisting staff and volunteers to learn and develop

· Building a positive team culture

· Developing job descriptions and performance management indicators for new staff and volunteers

· Using the performance management framework with staff

· Contributing to Comas’ development of human resources approaches

· Recruiting staff and volunteers, and using disciplinary procedures where necessary

· Use an action research approach 5%
· Record and reflect on developments in partnership with residents and peer supporters

· Collate evidence and write reports which help partners to learn from the approach and consider how future developments in recovery housing might work
· Developing projects / programmes of work 10%
· Carrying out background research and evidence gathering to support project proposals, particularly in relation to the future development of recovery housing
· Identifying baseline information and designing appropriate monitoring and evaluation systems particularly in relation to supporting development of future recovery housing options
· Engaging stakeholders in discussion and developing collaborations and partnerships where appropriate

· Designing approaches which create the desired outcomes and social impact for vulnerable people or other beneficiaries

· Modelling excellent practice in engaging beneficiaries and encouraging their development and leadership of projects, as well as their personal learning and development

· Providing leadership for other team members engaged on the project

· Thinking strategically about direction, exit, dissemination or sustainability of the project

· Contributing to Comas development 5%
· Supporting team communication and engagement with the Board

· Contributing to the development of policies and approaches to build our organisation

· Supporting income generating activities through training, consulting, developing products and resources and assisting in the marketing of these
· Supporting fundraising activities through team engagement and drafting proposals

· Contributing to strategic planning, business planning, reviews and generation of new ideas

· Using Comas systems for finance and administration effectively, and contributing to the ongoing development of these

Person Specification

Skills and experience – essential

· Excellent skills and experience in community development

· Experience of supporting and empowering vulnerable people

· Experience of encouraging, negotiating, supporting and challenging others in groups and individually, including professionals, policy makers, colleagues and beneficiaries

· Leadership skills

· Track record of innovating and influencing change

· Strong skills in writing and developing written materials for a range of audiences and abilities, including learning materials for beneficiaries
· Effective communicator with well honed coaching and people skills, good presentation skills, including experience of training and/or faciliating learning programmes
· High level of self-organisation, able to plan work, and report what has been achieved, and motivated to get results

· Able to function well in an office environment, carrying out the recording and procedures required and working to agreed policies of the organisation
· Proficient on computers: use of social media, Word, Excel, email and internet
· Understanding of recovery and social exclusion
Skills and experience – desirable

· Management skills
· Driver (with full license)
· SQA Assessor/Verifier status
· Research experience/qualification

· Experience of developing monitoring and evaluation processes for new projects

· Action learning experience

· Experience of working with / supporting tenants

· Understanding of housing management issues in group accommodation

Work context

Comas is a small organisation with basic IT equipment and limited space.  We are developing our procedures and systems as they are required.  You must feel confident to participate in the whole organisation as a co-operative team member, willing to share responsibility for how we develop as an organisation.  

Comas uses a workplanning and review process to manage staff performance. After an initial induction period you will be expected to operate as a fully responsible member of the team. 
Comas terms and conditions are basic and limited to what we can afford as a new organisation with no reserves and fluctuating core funding.  We want to work with staff to enable Comas to be a great place to work and a good employer, but this is a team effort and relies on shared commitment to our values and social purpose as the primary goal which ultimately ensures our overall sustainability.  

We are committed to supporting staff development and training in any way we can, as resources allow or in creative ways without resources. This is a shared endeavour in which staff share skills with others as well as taking responsibility for reading and researching for their learning as well as attending courses and events.
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