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Date Nov 2021

Re: Chief Officer Vacancy at Langworthy Cornerstone

Dear Applicant,

Thank you for the interest in the above post.  I am pleased to enclose an application form and further details.

You can find out more details about the centre via our website or find us on Facebook, and perhaps briefly read our Covid Diary (also on the website) which tells you quite a bit about the organisation in challenging times.

CVs will NOT be considered; if you are interested in the job, you MUST fill in the application form and return it by the deadline.

Care in completing the form will help us to give your application the consideration it deserves; naturally this will be treated in the strictest confidence. Guidance notes to help you complete the form are given over the page.  Please also complete the equal opportunities monitoring form enclosed and return it, along with your application form.

Sending back the completed application form:

If you are filling in the form by hand use BLACK OR DARK BLUE INK to enable clear photocopies to be taken and return the form to Reception at the above address.

If completing and returning the form electronically, please use an easy to read font such as Arial and add your name to the file name when saving. Email it as an attachment to Reception@langworthycornerstone.co.uk
Please remember to tell us it is a Job Application, and it would also be useful to know where you saw the advert for future reference.

Should you hear nothing further from us within four weeks of the closing date you may assume that you have been unsuccessful on this occasion. 

Don't forget to read the important information over the page

Application deadline: Monday November 29th, 10am
Applications received after this will not be considered 
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Yours faithfully

John Phillips

Cornerstone Chief Officer

Completing your application form

With your application form, you will have received a Job Description, a Person Specification and any information we feel you may find helpful. Please read ALL the information before you fill in the form.

The Job Description tells you the work you will do if you are appointed.

The Person Specification is very important. It tells you what skills, knowledge and experience you will need to be able to do the job. The person specification is set out in terms of essential and desirable criteria. You MUST show how you meet all of the essential criteria, but don't be put off if you do not meet all of the desirable criteria.

Decisions on who to invite for interview are based on what you put on your application form - make sure you show how (with examples) you meet each of the essential criteria and as many of the desirables as you can. 

DON'T FORGET that where you are asked for details of relevant experience, it doesn't just mean paid work. 

You can back up your statements with examples of what you have done in the past either at home, school or college, in paid work or unpaid work, or as a hobby. For example:-

* running a home may involve a range of skills like organising and budgeting; 

* being active in a club, tenant's group or other voluntary organisation may show skills like teamwork, communicating, customer care and organisational skills.

REMEMBER
* Use the application form - we will not consider CVs, resumes etc.

* Use continuation sheets if you need to - but make sure they are firmly attached and have your name on

* Use ink that will allow clear photocopies to be made

* Make sure you show how you meet all the essential criteria.

* Please remember to complete the Equal Opportunities Monitoring Form since this information helps us to check that everyone is being treated fairly.

* Please make sure that your application form is returned in good time for the closing date since forms received after the closing date cannot normally be considered.

* If your application is unsuccessful you can always request feedback by writing to us.

Once again thank you for your interest and good luck with your application.

Job Pack & background information

About us: 

Langworthy Cornerstone Association is a Registered Charity & Co Ltd by Guarantee
Local people are strongly represented on our Board, and all our General Members (Cornerstone Champions) are local.

We have been managing Langworthy Cornerstone since 2006, providing health & well-being services for local people in a friendly & supportive community environment. 

We promote healthier lifestyles by encouraging a better diet, reducing isolation and low mood, increasing physical activity and by providing access to advice and one to one support.

The centre provides a range of health & wellbeing services to local people including; a Social Prescribing Project, Health activities, a GP surgery, a cafe and Healthy Food Project, childcare and family support, educational activities, advice, Men’s Health, smoking cessation, Volunteering & access to employment, one to one support, room hire and office accommodation.  We work in partnership with other providers to develop new services to meet local need. We conduct regular research to measure the outcomes we are achieving for local people.

See our website:

www.langworthycornerstone.co.uk Covid Diary & Facebook page http://tinyurl.com/cxafbch for further supporting information.

Our Aim: ‘Working to improve the health and wellbeing of the people of Salford and especially those of Seedley & Langworthy’ (Social Prescribing Project also covers Claremont, Ordsall and Weaste)
Other Orgs based here:

Surestart Children's Centre (Includes Toy Library & Little Explorers Playgroup), Salford Care Centres (GP Surgery), Salford CAB, Sovereign House (Children’s ICT Classes), Being There (Charity supporting those with serious illnesses)

More than 50 different activities & services provided here.
We are one of the five Community Anchors organisations in Salford.

If successful, you would be leading our existing team which includes a Centre Coordinator, a Community Connector, a Wellbeing Enabler, a Smoking Cessation/Volunteering Development Worker, a Men’s Health/Health Development worker, Cafe Manager and staff, an Admin Worker and Caretaker, plus many volunteers.
Job Description – Chief Officer
Grade: £34,728 - £38,890 (NJC scale pts. 31-35)

Hours: 37p.w. (permanent)

25 days holiday per year plus bank holidays, 7% pension contribution (plus 1% employee contribution), mileage rate, cycle to work scheme.
This post is subject to a 6 month Probationary Period

Responsible to: LCA Board
Main Contact: Chair of Board
Location: Langworthy Cornerstone Centre (with some home working as appropriate)
Job Overview
· You will have strategic responsibility for the operation and future development of the Charity in a rapidly changing world; reporting directly to, and receiving direction from the Board of Trustees.

· The post requires extensive experience and skills to ensure that current and future delivery is on a sustainable and viable basis. It offers significant opportunities for innovation, development and growth of programmes.
· With support from other staff, the post carries senior responsibility for both finances and human resources including our team of volunteers.
· Due to the nature of our Health and Wellbeing focussed delivery, the post holder will be expected to manage and strengthen our relationships with public sector bodies, commissioners (especially the NHS) as well as VCSE Partners and the wider sector, with a main focus on the wellbeing of centre users and the wider community.
·  Overall responsibility for ensuring the safe and effective running of the building and maintaining our relationship NHS Property Services.
· You will have overall responsibility for maintaining, developing and updating LCA policies including Equal Opportunities, Health and Safety, Safeguarding, Financial Controls and other policies.
· You will have responsibility for maintaining the positive, friendly but professional ethos built up over the years, as well as maintaining the high reputation of the centre among local people.

· To be successful in this role, you will need to have an open and collaborative management style, whilst at the same time having the understanding and ability to deal with sometimes challenging situations.
· You will celebrate the diversity of the local area and actively address discrimination in all its forms, making sure that the Cornerstone is welcoming and accessible to all local residents. 

Main Duties and Responsibilities (Job Description)

Leadership and Organisational Management

· Leading the Staff and Volunteer team to ensure that agreed strategic priorities inform delivery across the organisation

· Ensure that delivery data is captured and recorded in an efficient and timely manner and reported effectively to help inform the future direction of the organisation and to help to maintain and attract resources and other support
· Seek out and develop opportunities and related finance for new activities of benefit to local people, especially in the context of the current restructure of Health and Social Care. 

· You will have overall responsibility for continuing the sustainable delivery of our community cafe and healthy food project.
Human Resource Responsibilities
· You will have overall responsibility for managing the staff team and the development of work programmes.
· To lead team meetings, supervision sessions and appraisals, access HR advice as appropriate, and ensure safer recruiting practices are adhered to.

· Liaise regularly with the Staffing Sub Committee with general feedback, and details of any specific issues. (The post carries responsibility for taking any serious disciplinary action with support from our HR Company and Staffing Sub.)

· Maintain HR Records with support from the Centre Coordinator, and arrange suitable support for staff where needed.


Finance and Compliance

· Work with the Centre Coordinator and LCA Treasurer to update and review organisational budgets and financial projections and provide regular reports for the Board.
· Increase earned income where possible and pursue new partnership and funding opportunities, maintaining a good overview of strategic developments at a local, regional and national level.

· Lead on the maintenance and improvement of our financial procedures, with support from Centre Coordinator, ensuring good practice and security with external support from our accountant.
· Produce reports of activity and performance against KPIs for the NHS, the Board, staff and other major funders and partners.
· Ensure that policies, procedures and staff training (supported by the Administrator) are maintained and regularly updated in line with the law and best practice as well as contract requirements.

Other Duties
· Attend and contribute to LCA Board meetings, sub groups and external groups and meetings such as NHS Neighbourhood Group, VCSE Vocal groups, Salford Third Sector Consortium, and Wellbeing Matters Partnership meetings.
· Work flexibly, and attend meetings and events as needed to further the aims of the organisation.

· Contribute to publicity and promotion as well as maintaining and where possible raising the profile of the organisation, including our Website and on Social Media (supported by our Administrator).
· LCA has a commitment to continuous improvement and development, so it is likely that the post will evolve over time. Any significant change in duties will be subject to regular review and appraisal so that any amendments or new duties can be made in consultation with the post holder.
Person Specification 
	PS Ref
	Skills, abilities and experience
	Essential (E)

Desirable (D)


	Indicator

	Skills & Abilities

	1
	Good communication and interpersonal skills, able to lead and work as part of a team.
	E
	Application

Interview

	2
	The ability to develop and maintain good relationships with a range of partners, including individuals, and the public, private and voluntary sectors.
	E
	Application

Interview

	3
	Good coordination and organisational skills, including the ability to prioritise and plan own workload, manage multiple tasks and work to tight deadlines.
	E
	Application

Interview

	4
	Ability to think strategically, develop plans and represent the organisation at appropriate forums and groups, to pursue possible new opportunities and develop useful partnerships.  
	E
	Application

Interview

	5
	Ability to deal calmly and professionally with sometimes difficult situations
	E
	Application

Interview

	6
	Ability to create and review budgets, financial forecasts, and related reporting systems.
	E
	Application

Interview

	7
	A good level of computer literacy and at least a good understanding of Social Media.
	E
	Application

Interview

	Knowledge

	9
	Of life in urban communities, the NHS and the wider determinants of health & wellbeing
	E
	Application

Interview

	10
	Of Safeguarding and Health and Safety in the workplace
	E
	Application

Interview

	11
	A good knowledge of Social Value and reporting
	D
	Application

Interview

	12
	A good understanding of the importance of confidentiality, GDPR and Data Protection.
	E
	Application

Interview

	13
	To be educated to degree level or have equivalent, relevant qualification and experience.
	E
	Application

Interview

	14
	Knowledge of the city of Salford 
	D
	Application

Interview

	
	
	
	

	Experience

	15
	Of holding a senior position in an organisation
	E
	Application

Interview

	16
	Of line managing staff and volunteers
	E
	

	17
	Of dealing with difficult and challenging situations
	E
	Application

Interview

	18
	Of working in the VCSE/Social Enterprise sector, public sector and or extensive experience of organising community activities or groups.
	E
	Application

Interview

	

	Personal qualities / attributes – to be assessed at interview

	19
	Commitment to diversity, customer excellence and equal opportunities in service delivery.
	E
	Interview

	20
	Able to work flexibly – including on occasion evenings and weekends in order to meet the needs of the job
	E
	Interview

	21
	The ability and willingness to travel within Salford/M/cr.
	E
	Interview

	22
	Willingness to undertake a DBS Check if needed.
	E
	Interview

	23
	Have access to transport for business use.
	D
	Interview


Eligibility to Work in the UK

LCA complies fully with the guidance issued by UK Govnt and Visa Immigration to ensure the prevention of illegal working in the UK.

All job applicants are required to demonstrate their entitlement to work in the UK by providing one or more of the documents specified by UKVI before taking up post.

Continues........

JOB APPLICATION FORM

Application for employment with: Langworthy Cornerstone Association Ltd
Post: Chief Officer
Closing Date: Monday November 29th 2021, 10am
Personal Information

	Surname     

Home Address

Postcode


	Forename(s)

Phone number(s)

Email:

	Previous name(s)
	National Insurance No:



	GDPR Statement: If your application for this post is unsuccessful, we will dispose of any personal data we hold including this application within 1 month of the closing date. We do not share personal data with any other organisation without your consent.


Present and previous employment

	What is/was your current/most recent job title?

Name and address of employer

Nature of business
	Date current/most recent employment commenced

Date current/most recent employment finished

Salary/grade

If Current, what notice period is required:



	Please describe your current or most recent job: 




	Please list your previous appointments with the most recent first (other than the above)

	Name and address of employer
	Position held
	From: To
	Reason(s) for leaving

	
	
	
	


Education

	Secondary School(s)
	From: To
	Qualifications gained (include dates and grade)

	
	
	


	Post School education including any job related training i.e. First Aid, Food Hygiene etc
	From : To
	Qualifications gained (include dates and grade)

	
	
	

	Name and type of membership of any professional body (with dates) you belong to (if any):




Experience     

	This section of the application form is for you to demonstrate how you meet the requirements of the Person Specification/ Job Profile and to explain why you are applying for the job.  

You must ensure that you show that you meet all of the Essential Criteria and as many as you can of the Desirable Criteria on the Person Specification. (This box will expand as you type, but if you need to continue on additional sheets, make sure they are clearly marked with your name).




Referees  

	References will be taken up for the preferred candidate once a provisional offer of employment has been made; therefore, you should ensure that your referees are in a position to respond promptly.

If you were known to your referees by a different name please indicate your previous name.

By default, we will contact your current or most recent employer (as above) for a reference unless you give a valid reason as to why this would not be appropriate (use box below). If your current or last employer is not appropriate as a reference, you must give two other referees (below) for us to contact.

Referees should be able to comment on your work performance, particularly in relation to the person specification & competencies required.

If you have not previously been employed, then Teachers / College Lecturers etc are acceptable as referees.  Friends and relatives are not acceptable referees.

Reference A:






Reference B:

Name, role & contact details:




Name, role & contact details:

Relationship to you:





Relationship to you:

Phone:






Phone:

	I am happy for LCA to contact my current or most recent employer

Yes/No

If you are not happy for us to contact your current or most recent employer for a reference, please state why. 




DBS check etc:

The centre is used by vulnerable groups (e.g. children, elderly people etc.) To protect these groups Langworthy Cornerstone Assn will request basic information on an applicant's criminal record before any offer of work can be confirmed.

All applicants MUST consent to a check of their criminal record being made before employment is confirmed. Further checks may also be needed during employment at the L.C.A.'s discretion.

Candidates selected for interview will be expected to bring with them documents to prove their ID and right to work in the UK.

Canvassing either directly or indirectly will disqualify a candidate from appointment.

DECLARATION

I declare that, to the best of my knowledge and belief, all statements contained in this form are correct.  I give my consent to a DBS check and other appropriate checks at the appropriate time as necessary. I understand that should I conceal any material fact, I will, if engaged, be liable to the termination of my contract of employment.

Print Name: 
Signed:      

Date:      

If you are sending this form back via email, please ensure that you confirm in the email that you agree with the declaration. If selected for interview, we will need you to sign in person on the day.

If completing electronically, please ensure that the Equal Opps form is still on a separate page so it can be separated.
Continues.......

Equal Opportunities

This form is confidential and will be retained for monitoring purposes only, will be separated from the application form on receipt and is not part of the selection process.

Langworthy Cornerstone Association is striving to be an equal opportunities employer and as such opposes all forms of unlawful or unfair discrimination. All employees will be recruited, trained and developed on the basis of their ability and the requirements of the job. In order to monitor the effectiveness of our equal opportunities policies we ask all applicants to provide the following information.

	Gender 



	Date of Birth


Ethnic Origin
	Please Describe your Ethnicity




Disability
	Langworthy Cornerstone Association operates within the framework of the.

Definition of disability under the Equality Act 2010. You're disabled under the Equality Act 2010 if you have a physical or mental impairment that has a 'substantial' and 'long-term' negative effect on your ability to do normal daily activities.
Are you a disabled person, as defined above?


Yes                No 

Under the terms of the Equality Act 2010, L.C.A. will consider any reasonable adjustment required to enable a disabled person to carry out the duties of a post.


Thank you

Yours Sincerely

John Phillips

Cornerstone Chief Officer
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