Role Specification

Changing lives from
the inside to the out

Job Title

Mentor Coordinator — Midlands

Functions:

Coordinating mentoring and resettlement functions in a
geographic area

Areas of
responsibility:

All mentoring and resettlement functions in the
specified area (as determined by In20ut)

Reports to:

Resettlement Manager

Direct Reports:

All volunteer mentors for In20ut (the Organisation) in
the specified area

Salary £27,600 p.a. (or pro-rata) Working Hours 5 days per week (37.5 hrs). Part-time by agreement
(minimum 3 days per week)
Pension 5% of gross salary paid by Employer into a Personal Scheme | Other benefits This is a salaried role - (i.e. overtime is paid only in
after the end of the probation period. exceptional circumstances and by prior agreement).
Contract duration Permanent Leave 25 days per annum plus Public Holidays (pro-rata)
Commencement and Commence Q4 2026. Notice At the end of a successfully completed probationary

Probation period

3 months

period, this post will be subject to 1 month’s notice by
either party.

Role Summary: How this role fits into the aims & objectives of In20ut

In20ut offers local mentors to young people (Participants) leaving custody. As well as mentoring the young people directly, alongside the Resettlement Manager,
the Mentor Coordinator will recruit, supervise and coordinate volunteers in support of this role, as well as liaising and building partnerships with such organisations
(e.g. around accommodation, education or training, employment, social, faith-based and sporting etc) in the geographic area of responsibility that might be able to
provide appropriate guidance, befriending support and training to In20ut Participants to live more constructive and fulfilled lives.

The Mentor Coordinator is a key role in delivering the objectives of In20ut and will represent the Organisation in the designated area. They will liaise as required with
the custodial establishments and statutory organisations and will work cooperatively with other agencies in order to benefit the Participants.

Purpose of role

e To mentor young people with convictions (Participants) leaving Youth Offending Institutions and returning to society and when needed provide practical

support to Participants.

e Torecruit, and support mentoring organisations and volunteers to befriend and mentor young people with convictions.
e To work alongside the chaplains, resettlement team and caseworkers at HMYOI establishments to build professional relationships with offenders and to

assist them as they are re-introduced to society.

e To partner with statutory, private, and voluntary sector organisation to maximise the opportunities for those leaving custody.

Key Responsibilities/Accountabilities

Key Outputs

e Initial responsibility for befriending and mentoring those leaving custody and | e

A network of Mentoring/Befriending Organisations and volunteers
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returning to the area, and to liaise with all the agencies involved in their welfare.

To perform the role of a mentor/befriender for Participants, or until an appropriate
volunteer mentor/befriender is appointed.

Responsibility for recruiting and supporting mentoring/ befriending organisations
e.g. faith groups.

With the Volunteer Coordinator, ensuring that all mentoring |/ befriending
organisations have in place any necessary policies and procedures.

Responsibility for identifying and supporting potential volunteer befrienders and
mentors.

Responsibility for recruiting and supporting potential employers, training
programmes and voluntary opportunities appropriate to individual ex-offenders.

Responsibility for sourcing social opportunities appropriate to individual ex-
offenders.

Undertake, as directed, development tasks leading to an enhanced service for our
Participants.

To work closely with the Resettlement Manager, the Participant and relevant
workers within other agency organisations. This includes attendance at regular
supervisory meetings, case reviews, risk management meetings.

Participate in general office rota duties.

in the defined area available to support the mentor / Participant.

e A network of education, training and employment opportunities in
the defined area.

e An up-to-date personal record for every Participant in the defined
area

All staff are expected to:

e Maintain paper an electronic based ‘case file’ systems to ensure
records of all conversations and meetings, as well as incoming
outgoing correspondence, are efficiently retained.

e Produce reports as directed.

e Carry out any other reasonable duties for the benefit of In20ut as
required by their manager.

e Attend external meetings and events, relating to fundraising, work
or the work of other organisations, including occasional evenings
and weekends.

e Attend and prepare for monthly supervision and to participate in
team meetings and other meetings as required. To attend internal
and external training sessions relevant to the post.

e Maintain appropriate confidentiality at all times.

Delegated Responsibility Key Stakeholders
Subject to discussion In20ut Board of trustees & management.

Funding bodies for this role.

Mentoring | Partner organisations in this area.
Volunteer mentors in this area.

In20ut Participants in this area.

Committee/Team membership
Mentoring Coordinators forum

Personal Specification

Essential Personal requirements o

Administration

This role is self-servicing. All staff are expected to: 1) Manage the administration of
their work using Microsoft Office or similar technologies. This includes writing
clear and accurate case notes, filing and keeping computer records up-to date. 2) | ®
Share general office duties including some office administration work.

Boundaries
Commitment to confidentiality and professional boundaries.

Diversity
Understanding and application of the In20ut equal opportunities policy

Faith
Non-judgemental approach and commitment to aims and objectives of
In20ut including a requirement to support those of all faiths and none.
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e General

It is necessary for all staff and volunteers at In20ut to support income generation
for the Organisation. For example, talking about your role to donors.

¢ Excellent written and verbal communication skills

You will be conversing and corresponding with a wide variety of people, from
distressed relatives of individuals in prison to statutory organisations, professional
and court officials. You must have an excellent telephone manner and be able to
communicate clearly, professionally and with sensitivity.

e Excellent problem-solving skills and “can-do” attitude
You will have to be able to identify what advice and assistance is appropriate for
each Participant and where necessary practically support the Participant if others
are not available.

e Team skills
It is essential that you are a team player as you will be working in a small
organisation providing a wide range of advice and support and will need to work
with volunteers and members of the staff team.

e Multi-tasking and recording skills
You must be able to handle a number of cases at the same time as other work.

o Mobility
Ability to travel using own transport around the Midlands, to HMYOI Werrington,
HMYOI Wetherby (West Yorkshire) and other custodial establishments.

N.B. Weekend work and accompanying young people to activities outside the normal
working day is a normal part of the role — e.g. Occasional attendance at faith groups
other than your own in support of the young person may be required.

Skills, experience or qualifications

Working with offenders, their families and related statutory
organisations or with a similar client group is desirable (but not
essential)

Either from a social work or criminal justice perspective, including an

understanding of the workings of the criminal justice system.

Sensitivity to the issues facing offenders upon release/ ex-offenders

Mentor Coordinators are required to work closely with the Resettlement
Manager on issues facing offenders upon their release, many of whom
have also spent considerable time in the Care System.

Familiarity with the legal and Youth Justice Board framework, possible
sentencing options and mitigations relevant to each offender is desirable.

Voluntary Sector

The voluntary sector presents a particular ethos and a specific range of
challenges, and it would be desirable therefore for the successful
candidate to have had previous experience of working in this
environment, either in a paid or voluntary capacity.

Presentation Skills

In20ut undertakes regular presentations to a variety of audiences to
which, after training, you would be expected to contribute.

Faith position
Whilst we work with those of all faiths and none, many of our staff
members and trustees are committed Christians, motivated in their work
by their faith. Applicants should be in sympathy with this position.

Values
This post will require an understanding of, and commitment to, the values
of In20ut.

This job description describes the principle purpose and main elements of the job. It is a guide to the nature and main duties of the job as they exist currently, but it is
not intended as a wholly comprehensive or permanent schedule and, in this form, is not part of the contract of employment.

In20ut is an equal opportunities employer and welcome applications from all sections of the community. An Enhanced DBS check will be required for this role.

For information about the work of In20ut, please visit http://www.in2out.org.uk
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