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YMCA DERBYSHIRE

JOB DESCRIPTION

	Job Title
	Personal Navigator (Financial Inclusion) 
(Temporary contract to 31 March 2022)


	Hours
	 35

	
	

	Salary
	 £24,830.88 per annum


	Section A
	Job Purpose


· To combat root causes of poverty, promote social inclusion, challenge long term unemployment & empower socially excluded groups on the ‘Money Sorted in D2N2’ programme.
· To work in partnership to provide support to people in D2N2 to improve financial management skills.
· To respect and uphold the aims and values of the YMCA and contribute to a culture of excellence within the Accommodation team.

	Section B
	Background to the post


YMCA Derbyshire has been awarded funding as part of the Advice Nottingham Consortium from the Big Lottery and the European Social Fund to deliver an innovative project working with financially excluded people across Derby City. 

The whole project entitled ‘Money Sorted in D2N2’ works across the D2N2 area (Nottingham and Derbyshire) and is about excluded people. 

It offers a programme of person centred support and a range of bespoke interventions designed to enable people experiencing financial crisis and financial hardship to take control, build confidence, and improve their money management skills to tackle their problems and move out of poverty and exclusion towards employment.

	Section C
	Responsible to


Support Manager 
	Section D
	Responsible for 


	Section E
	Duties & Responsibilities 


1. To engage with the local community and other support agencies to promote the service and recruit referrals to the programme.

2. The personal navigator based at the Campus will provide 1:1 support to people in D2N2 who are financially excluded  to improve their financial management skills  through :-
- Tackling financial crisis, resolving debt & maximising income

- Access to bank accounts, affordable credit & other financial products

- Support in budgeting, tracking finances and planning

- Offering access to local services that can help with money

- Planning for Universal Credit & financial impact of moving into work.
3. Use an innovative assessment and evaluation tool developed by Toynbee Hall as a measure of improvements in clients’ financial capacity and ensure it is kept up to date.
4. Develop a personal financial plan with the client that measures improvements in financial well-being, money management and distance travelled, according to the projects objectives.
5. Provide advice and advocacy to clients on welfare benefits, debt, housing and generalist social welfare law.

6. Help the participant to identify the most appropriate financial capability/ money management interventions for their needs and learning style, and support them to access these.

7. Provide supervision and support to volunteer Money Mentor(s) and management of mentor expenses.

8. Identify if participant is eligible for a ‘Personal Budget’ and, where relevant, oversee the participant’s use of it.
9. Engage all other wider external services relevant, and liaise effectively and positively with those services.
10. Attend any meetings or training sessions for Personal Navigators in the Money Sorted in D2N2 project.

11. Maintain records and files according to the needs of the project and provide evidence required for project monitoring.

12. To carry out any other duties that may from time to time become necessary and fall within the scope of the role.
	Section F
	Functional links


· Support Manager
· YMCA Derbyshire Accommodation Team

· YMCA Derbyshire Training & Education Team

· Personal Navigators across D2N2
· St Anns Advice Group (Project Lead) 
· Local Businesses in the community

· Registered providers and private landlords

· Derby City Council, Single Point of Entry Team & Housing Options Team

· DWP

· Social Care

· Local Services

· Partners

· External Agencies

	Section G
	Any additional information


Employees of YMCA Derbyshire will be required to work within the remit of all organisational policies and procedures
An Enhanced DBS check is required for this post

You will be working with clients who have a wide range of issues, and will be expected to present as a professional role model; building supportive relationships and helping them to achieve as much responsibility and independence as possible for their own lives.

YMCA DERBYSHIRE
CORE COMPETENCIES

	Job Title:
	Personal Navigator (Financial Inclusion)


YMCA Derbyshire has a Competency Framework which identifies the core behaviours the organisation wishes to develop and engender as part of the culture. The Competencies relevant to this role and the level of competence required are highlighted below. Essential competency requirements for this role are highlighted in the person specification and all applicants will be expected to evidence how they meet these through their application and supporting statement.

Customer Focus  is about consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations 

Level 2 indicators of effective performance

· Seeks to understand customer requirements, gathering extra information when needs are not clear.

· Understands the differing needs of customers and makes adaptations accordingly

· Checks customer is satisfied with service through feedback

· Produces and implements ideas for improving service to customers

Team-working is about using interpersonal skills to work co-operatively and enthusiastically with others in own team and with a diverse range of people (internal/external) to share knowledge and skills to deliver shared goals.

Level 2 indicators of effective performance

· Develops positive relationship with others

· Understands what others need to know and keeps them informed

· Fosters an environment where others feel respected

· Identifies opportunities for joint working to minimise duplication

· Encourages and supports other colleagues

Communicating and Influencing is about presenting information and ideas clearly and effectively to a diverse range of people ensuring the message is understood and negotiating and persuading to achieve the best possible outcome.

Level 2 indicators of effective performance

· Communicates openly and inclusively with internal and external customers

· Clearly articulates messages taking into consideration the target audience, adapting style and communication method accordingly

· Presents a credible and positive image both internally and externally

· Aware of impact of own behaviour and communication style on others

Planning & organising is about thinking ahead, managing priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard

Level 3 indicators of effective performance 
· Monitors allocation of resources, anticipating changing requirements that may impact on work delivery 

· Ensures milestones, checkpoints and quality controls are in place to measure outcomes 

· Constantly looks for improvements and encourages others to do so 

· Identifies potential risks and barriers to success and plans to overcome these 

Managing & developing performance is about setting high standards for oneself and others, guiding, motivating and developing them to achieve high performance and meet the organisations’ objectives and statutory obligations 

Level 1 indicators of effective performance

· Keeps up to date with new processes and information in own role

· Takes a methodical and consistent approach to completing work in line with personal objectives

· Seeks clarity on objectives, ensuring a good understanding of expectations & measures of success

· Demonstrates high standards of delivery in own area of work 

Decision making is about forming sound, evidence based judgements, making choices, assessing risks to delivery and taking accountability for results

Level 2 indicators of effective performance 
· Makes decisions and stands by them 

· Takes decisions as necessary on the basis of the information available 

· Makes decisions without unnecessarily referring to others 

· Involves and consults internal and external stakeholders early in decisions that impact them 

· Identifies potential barriers to decision making and initiates action to move a situation forward 

Responding to pressure and change is about being flexible and adapting positively, to sustain performance when the situation changes, workload increases and priorities shift.

Level 1 indicators of effective performance

· Responds flexibly to changing circumstances

· Stays calm in pressurised and demanding situations

· Recognises when unable to cope and asks others to help

· Demonstrates openness to changing work priorities and deadlines

· Learns from mistakes

· Maintains personal well-being and achieves a balance between work and home life

YMCA Derbyshire

PERSON SPECIFICATION

	Job Title:
	Personal Navigator (Financial Inclusion)


	TECHNICAL REQUIREMENTS (includes experience, knowledge and qualifications)
	Essential/

Desirable

	Minimum of 2 years’ experience of Welfare Rights, Housing and Debt advice
	E

	Experience of supporting and motivating people into training, education and employment
	E

	IAG Level 3
	D

	Understanding of Drug and Alcohol misuse, Mental Health, Domestic Abuse , Homelessness and Offending
	E

	Experience of negotiating with relevant external organisations 
	E

	Knowledge of local support services and potential referring groups.
	E

	Knowledge of Dept of Work & Pensions law legislation
	E

	Knowledge of the procedures and practices of statutory organisations including the DWP, Inland Revenue & Housing Offices
	E

	Sound knowledge and understanding of financial capability/ money management and of effective approaches to financial capability and of different learning styles.
	E

	Sound knowledge and understanding of poverty, financial exclusion and factors important for improving financial well-being.
	E

	The ability to use a range of IT systems accurately and proficiently, including email, word processing and data entry.
	E

	To have a clear understanding of relevant legislation including DWP, Welfare Reform, Safeguarding, Data Protection, Equalities Act 2010, Criminal Justice and Immigration Act 1998
	E

	Driving license and vehicle available for work.
	E

	Customer Focus 
	

	Excellent interpersonal skills with evidence of establishing and maintaining good working relationships with individuals and multi-agency teams.
	E

	Ability to identify barriers and support needs through using a range of questions and resources
	E

	Belief that people can change and succeed
	E

	Values diversity, differing cultural perspectives and works effectively with people regardless of appearance or beliefs
	E

	Team-working
	

	Able to work as a key player within the team and positively contribute to team knowledge and development
	E

	Works effectively with key partners and refers onto appropriate agencies where necessary
	E

	Communicating & Influencing 
	

	Excellent verbal and non verbal communication
	E

	Demonstrate the skills to write a clear, concise, sensitive and objective change plan
	E

	Evidence of the ability to influence and negotiate across a wide range of agencies
	E

	Experience of external and internal representation
	E

	Excellent counselling skills with an empathetic attitude towards young people.
	E

	Ability to maintain professional boundaries  
	E

	Planning & Organising 
	

	Proven project delivery experience from conception to delivery.
	E

	Direct experience of working with a range of multi-agency partners 

at delivery level.  
	E

	Managing & Developing Performance 
	

	Ability  to keep accurate records and information to validate work
	E

	The ability to lead, support and motivate others
	E

	The ability to achieve performance through personal 
rganization, showing confidence in one’s skills, capability, judgement and self-control in stressful situations.
	E

	Meets strict targets and deadlines
	E

	Manages caseload and workload effectively and efficiently
	E

	Willingness to engage in professional development
	E

	Decision Making 
	

	Proven ability to analyse and assess the requirements of individuals in order that the most appropriate service is provided. 
	E

	Proven ability to demonstrate appropriate skills & experience in working independently and on own initiative 
	E

	Responding to Pressure & Change 
	

	Proven experience of crisis management
	D

	Ability to work flexibly
	E


YMCA Derbyshire

TERMS AND CONDITIONS

	Job Title:
	Personal Navigator (Financial Inclusion)
	


1. Salary

£24,830.88 per annum

2.
Hours of work

35 hours per week. Flexible to meet needs of the organisation; will include occasional evening and weekend working
3.
Leave entitlement


33 days per year including Bank Holidays

4.
Sick pay provision

2 weeks in a rolling 12 month period; following a 3 month qualifying period

5. Pension entitlement

Auto enrolment to Peoples Pension

6. Period of termination notice 

One week during 6 month probation period thereafter one month

7. Conditions of appointment

The appointment is subject to YMCA Derbyshire receiving two satisfactory 

references, the completion of a confidential medical questionnaire and a medical examination if considered necessary; an Enhanced DBS check and a six month probationary period.
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