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Making a real difference to the lives of disabled people in Herefordshire…..
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Registered charity number 1096449





  Company number 4475254

May 2019
Dear

Thank you for your interest in working for ECHO. I enclose the job description, person specification and application form. You will find additional information about ECHO and our work on our website www.echoherefordshire.org.uk
All applicants are asked to complete our application form (except where a different format has been agreed in respect of disabled applicants).  Applicants may include extra sheets if they need additional space, for example, to cover their training, employment history, or the skills and experience they have.  CVs will not be considered as an alternative to completing the application form, and any CVs provided in this way will be disregarded.
The job description and person specification will form the basis for selection for interview. Please read the enclosed guidance on how to apply and make sure that you address the requirements of the post in your application. 

The closing date for applications is 5.00pm on the 10th June 2019. Interviews will be held on Tuesday 25th June in Leominster.
I hope, having read the enclosed information, you are still interested in the post and look forward to receiving your application.

Yours sincerely,
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Mike Cook
Chief Officer
DISCLOSURE AND BARRING SERVICE (DBS) AND OTHER CHECKS

If you are considered for appointment to the post for which you have applied, you will be subject to a check of criminal and other records. The provisions of the 1996 Asylum and Immigration Act require employers to check that potential employees are eligible for employment (i.e. not illegal immigrants).The 1997 Police Act allows employers to obtain criminal records information on people who are being considered for appointment to positions involving work with children, vulnerable adults or other positions of trust. This information is obtained from the Disclosure and Barring Service, an executive agency of the Home Office who provide a range of official data sources for recruitment purposes.

ECHO is registered with the Disclosure and Barring Service and have to comply with their strict requirements for ensuring that sensitive personal information is handled and stored appropriately and is kept for only as long as necessary.

Please note that previous criminal convictions are not an automatic bar to employment. You are therefore encouraged to disclose details of any previous criminal convictions on your application form.

If you are invited for interview and, following interview, are being considered for the post you have applied for, we will:

· Ask you to produce documentation which confirms your identity and current address. 

· Ask you to complete a Disclosure and Barring Service application form, which we will countersign to confirm proof of identity and forward to the DBS. (ECHO will meet the cost of the disclosure fee.) 
· Consult you if information is disclosed to us by the DBS, which might lead us to consider you unsuitable for the post you have applied for.

If you have any questions or concerns about any of the above points, please raise these at your interview.

ECHO FOR EXTRA CHOICES IN HEREFORDSHIRE LTD

APPLICATION GUIDANCE AND THE RECRUITMENT PROCESS

1. THE APPLICATION FORM

The application form plays a key part in deciding whether or not you are invited to interview therefore it is important that it is completed as fully and as accurately as possible. The shortlisting panel will decide on who to interview solely on the basis of the information provided in the application form measured against the person specification. The Shortlisting panel will not see the front page of your application form which contains your name and address.

Remember:

· Please use black ink or type. The application form is available electronically, but must be printed out, signed and returned as a paper copy. Emailed applications will not be accepted.

· Complete all parts of the application form. If you think some parts do not apply, write N/A (not applicable) in the spaces provided.

· Make sure the information you provide is clear, precise and easily understood and appropriate to the job you are applying for.

Do:

· Use extra sheets if you need to as a means of providing additional information.

· Return your application by the due date. Applications received after the closing date will not normally be considered.

Do not:

· Refer us to your current job description.

· Say “I can do the job and will give details at interview”. You need to show on the application form precisely what you have done and when you did it.

· Leave out any relevant information on skills, knowledge or experience – for example, voluntary work or unpaid work.

· Worry if you have gained your qualifications overseas. If relevant, they will be taken into account.

· Submit a CV. Applications will only be considered if submitted on the application form provided (or in respect of disabled applicants, another agreed format). 
Making a case to be shortlisted:

The Section ‘Additional Information and reasons for applying for this post” is where you set out why you think you should be shortlisted for the post. 

Look at the job description and then look carefully at the person specification. Do your own qualifications, experience, knowledge, skills and personal competences correspond to those required to fulfil the post? It is not enough just to say that you are able to do the job, we need evidence from you that you are able to meet the job requirements of the person specification. 

Give examples, where possible, of how you have used your skills and experience. It is a good idea to make some rough notes before actually completing the form. If you have no directly related work experience you might consider any voluntary or community work you may have been involved with.

2. SHORTLISTING AND INTERVIEWS

All application forms received on time are considered by a shortlisting panel. Only those candidates who have demonstrated that they meet the job requirements in accordance with the person specification will be shortlisted for interviews.

Where there are a large number of applicants meeting the Job Requirements and Person Specification an Assessment Scoring System will be used during short-listing.

If you are shortlisted you will be invited to attend an interview. For some posts, particularly where they are of a specialist nature or where a large number of applications are anticipated, applicants may be asked to undertake written exercises or tests or to prepare a submission for presentation as part of the interview process. If this is the case you will be informed of these in the letter inviting you for interview.

The formal interview will be in two parts; one with members of ECHO's management team and the other with members of our Participants Representative Group who all have learning disabilities. Each interview will score equally towards the final decision. 
The interview and any associated tasks or written exercises are designed to allow you to expand on the information given in your application form. You should not assume that the interview panel members have read your application form and you should answer each question as fully as possible. Panel members will be taking notes during the interview. You will have the opportunity to ask questions about the job and the conditions of service.

We hope that you find our recruitment process open, clear and easy to understand and that you submit a completed application.

ECHO FOR EXTRA CHOICES IN HEREFORDSHIRE

JOB DESCRIPTION – ABOUT FACE DRAMA WORKER (FRIDAY STAGECRAFT GROUP)
About Face Theatre Company is part of ECHO, a charity working with people with learning and physical disabilities and people with mental health issues in Herefordshire. ECHO runs 28 different activities each week in community settings across Herefordshire. We are the largest provider of opportunities for disabled people in Herefordshire.

About Face was established in 1995 and is ECHO’s flagship project. On each day we work with actors with different abilities, experience and support needs:  
Fridays is the Drama and Stagecraft Day. As well working on acting and dance skills, participants have a chance to learn about script writing, designing and making props, costumes and scenery. Friday actors can move on to the main Theatre Company or into Drama For All. Or they can remain in the Friday group to further develop their skills.  The person appointed will work with up to 10 actors with learning disabilities and be supported by the company theatre assistant, a small team of volunteers and the Artistic Director and Admin Assistant.
The other projects at About Face are:

· The performance company who rehearse on Mondays and Tuesdays. This is for actors who can manage the hard work involved in being in a theatre company and have shown they have the right level of ability and commitment. 
· Drama For All which meets on Wednesdays.  This is a day of fun drama without the pressures of working towards a public performance. It’s the place for people who need a quieter, more supportive day or are moving from one of the other groups. 
· Theatre Skills which meets on Thursdays. This is where everyone’s journey with About Face starts.  New entrants learn about acting and different styles of drama and could then move on to one of the other groups which best suits their interests, ability and needs. 
DUTIES OF THE POST
The role requires you to take responsibility for the successful development of this part of About Face, under the guidance of the artistic director. In particular, you will be responsible for the following duties:

1. Organising, planning and running the weekly sessions to meet the needs of the participants.
2. Providing activities to enable the participants to learn the following skills:

· Stagecraft skills, including script writing; prop making; stage management skills
· Acting and dance skills including learning lines; speaking up; improvisation; movement 
· Personal skills including self-discipline; concentration and memory; reliability; team working; communication and problem solving; motivation; taking responsibility; appropriate behaviour

3. Supporting the participants to develop independence; express their individuality; make informed choices; and develop new friendships.

4. Working with the participants, the theatre assistant and the artistic director to plan, devise and deliver occasional pieces of work to share with family and friends which will stretch and enhance the skills of the participants.
5. Providing practical support to the participants to ensure they are:
· Welcomed and feel safe

· Made to feel valued and encouraged to contribute

· Supported to develop new skills and try new activities to build confidence

· Given any assistance needed to ensure they are comfortable and maintain their dignity at all times

6. Taking overall responsibility for monitoring the development and achievements of individual participants to help maximise each individual’s potential and ensuring that people have the opportunity to move into the main company when appropriate.
7. Contributing to and supporting the review, assessment and planning process for individual participants.
8. Attending regular planning and supervision sessions with the artistic director to ensure the work remains within the structure and ethos of About Face.
9. Ensuring that all registers and other monitoring information required by ECHO are accurately kept. 
10. Undertaking any other recording, reporting and evaluation required by the theatre company.
11. Taking responsibility for all Health & Safety issues associated with the Group, including carrying out Risk Assessments; ensuring that all staff and volunteers work within ECHO's Health & Safety guidelines and ensuring our premises are kept safe and tidy 
12. Working within the agreed budget for the project and use resources efficiently.

13. Attending relevant training events.

14. Attending ECHO staff meetings, AGM, and other ECHO activities as required.

15. Working within all policies and procedures of ECHO.

16. Undertaking any other duties commensurate with the post, as requested by the artistic director.

Accountability

All staff are accountable to the Trustee Board of ECHO. The line manager for this post is the Artistic Director who will provide day to day advice and management and ensure that the ethos and vision of About Face is adhered to at all times. All staff are required to undertake 6 weekly supervision sessions with their line manager and annual appraisal with a member of the Board.

Equal Opportunities

ECHO is committed to treating all people with equal respect and is determined that both in our provision of services and as an employer, we will ensure equality of opportunity for all. This post is open equally to all applicants with the required qualifications and selection will be made solely with regard to the person specification and job description. As users of the disability symbol, we guarantee to interview all disabled applicants who meet the minimum criteria for the vacancy.
Conditions of Appointment

This is a part time appointment of 9 hours per week. The salary is linked to NJC salary scale point 15 (currently £11.88/hr). The hours to be worked will be Friday 9.am. – 4.p.m. plus an additional 2 hours to be worked flexibly. You will be based at the premises of About Face Theatre Company in Leominster. 

How To Apply

Please complete the enclosed application form, ensuring that your answers address the requirements of the job description and person specification. Do not send a CV. Only the completed application form will be considered. The closing date is 5.00pm on 10th June. Please return your application to:

The Office Manager, ECHO, 40 West Street, Leominster HR6 8ES
Interviews will be held on Tuesday 25th June in Leominster.
If you have not heard by then you should assume you have been unsuccessful.
        PERSON SPECIFICATION – ABOUT FACE FRIDAY DRAMA WORKER
	
	Essential
	Desirable
	Method of assessment

	Experience

Experience of working with people with learning disabilities (either in a paid or voluntary role)

Experience of leading/teaching a theatre or drama group.
Experience of making props or writing pieces for performance

	(
(
(

	
	Application form and interview

	Qualifications and Training

A good general level of education  
A Qualification in drama or creative arts
A current First Aid qualification.
Attendance on any courses relating to working with disabled people

Health & Safety training
	
	(
(
(
(

	Application form

& certificates



	Skills & abilities

Artistic & practical creative abilities
Good administrative, organisational and time management skills

Able to communicate with disabled people in a way that promotes respect & equality
Able to work as part of a team and share skills and knowledge

Able to set priorities and work under own direction
Good working knowledge of using computers.
Good verbal communication skills

Ability to find practical solutions to problems
Car driver with access to a vehicle with business insurance
	(
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	Interview

& application form & references

	Personal Qualities

A passion for the creative and expressive arts.

An understanding of and commitment to the principles of equality and diversity
Respect for people’s rights and dignity
A person centred approach to working with individuals

Adaptable and willing to learn new skills

An understanding of the importance of confidentiality.

Self motivation and enthusiasm

Sensitivity and diplomacy
The ability to take direction from the artistic director

Flexibility on working patterns and hours

Good social skills
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	Interview & references


40 West Street


Leominster 


HR6  8ES





Tel: 01568 620307


Fax: 01568 620308


 echo.info@echoherefordshire.co.uk
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