RECYCLING UNLIMITED

INSTRUCTOR – CO-ORDINATOR 

MANUFACTURING UNIT
(FIXED - TERM CONTRACT)

APPLICATIONS ARE INVITED FOR THE POST OF

INSTRUCTOR – CO-ORDINATOR 

(FOR THE MANUFACTURING UNIT)
Reports to:      Project Manager.
Status:             Full time - fixed-term contract (up to October 2008)
Salary:             Commensurate to experience.
Based:             Bontoft Avenue, National Avenue, Hull.
Deadline for

Applications:   Monday 9 July 2007

I. PREAMBLE

Recycling Unlimited is a young organisation, having been registered as a charity (No. 1103796) in May 2004. Our objects are to assist in the treatment and care of persons, primarily but not exclusively resident in Kingston upon Hull and the East Riding of Yorkshire, suffering from mental illness of any description and members of any disadvantaged or socially excluded group in need of rehabilitation, by the provision of facilities for work experience and vocational skills training.

We currently have three areas of operation:-

Shop in Newland Avenue, Kingston upon Hull, the main base of operation, where donated items are sold with offices and rooms for tuition and for rent by external organisations.

An industrial unit in Bontoft where a developing green range of garden furniture is manufactured from reclaimed pallets.

We have recently opened another charity shop in Hessle Road from where we also sell garden furniture manufactured by us and other donated goods. 

We are committed to develop as a Social Firm by increasing our self generated income to provide open paid employment opportunities for people with mental ill health and other additional needs. A rolling five year business plan has been approved by the trustees as a guide for our future.

Training constitutes one of our main sources of income, which is second just to sales. We provide training as therapeutic activity, aiming at the same time to improve the skills, confidence and employability of our trainees. The objectives of the training programmes are encompassed within the central purposes of the charity and the training schemes are specifically designed to help people with mental health problems and members of other disadvantaged groups of the community, including young people and people from the ethnic minority groups. 

Our training programmes are flexible and tailored to suit individual needs. All vocational and work related skills embed ‘Skills for Life’ and ESOL (if appropriate). In addition, all training programmes include confidence building and assertiveness activities. In some cases, we work with other organisations and agencies for the provision and accreditation of the projects.

Social inclusion and community integration are important concerns of our charity. Our training programmes aim at developing individual and collective skills to reinforce the community cohesion and encouraging participants to become involved in community and charitable undertakings. We believe that socially excluded groups face barriers for integration within the community and that appropriate training can help them to break the cycle of social exclusion. These projects attract the participation of people living in situation of social disadvantage and members of ethnic minority groups.

The objectives of the training programmes and vocational activities aim at:

· Providing trainees with an opportunity of work-like experience,

· Making available therapeutic work activities to our trainees,

· Helping trainees to re-gain their practical vocational skills, 

· Reinforcing their confidence and self-esteem, 

· Providing them with the appropriate basic skills, 

· Increasing their chances of employment,

· Developing their job-searching skills,

· Offering them an opportunity to develop their social skills,

· Helping them to re-integrate into society,

· Raising awareness of community regeneration and cohesiveness,

· Encouraging the development of social inclusion practices within our community,

· Empowering members of socially disadvantaged groups of the community,

· Promoting understanding of disability, ethnicity, diversity and equality.

We are now in a process of consolidation and expansion and want to recruit an experienced Instructor - Co-ordinator for our manufacturing activities at our Bontoft Avenue site. Manufacturing and selling garden furniture and supporting the skills development of people with mental health problems and people who are socially disadvantaged are central to the consolidation of our manufacturing unit. This position is available with the support and funding from the Tudor Trust.
II. JOB DESCRIPTION
The specific duties will be:

a) To take full responsibility for all the day to day operations of the Bontoft site and for the design and manufacturing of goods.

b) To improve marketing and sales of our range of garden furniture manufactured in our carpentry and joinery workshop at Bontoft Avenue.
c) To provide opportunities for recovery and develop inclusive work and training practices for people with mental health problems and people who are socially disadvantaged.

d) To ensure the development of a safe working environment for all those on the manufacturing site.

e) To recruit, train and supervise volunteers within the production area of operation.
f) To undertake training as required and agreed with the Project Manager.
g) To work in partnership with the Project Manager and the Board of Trustees to ensure co-ordination, cohesion and team work.

h) To submit an annual report of activities to the Board of Trustees, and quarterly reports on outputs, outcomes and individual recovery of volunteers to the Project Manager.
i) To abide by and implement all Recycling Unlimited policies and procedures.

III. OTHER RESPONSIBILITIES

a) The post holder will be required to comply with Recycling Unlimited organisational policies and ethos.

b) The post holder will be expected to achieve quality standards in all activities undertaken.

c) The post holder will contribute to the wider development and implementation of Recycling Unlimited aims, objectives and philosophy.

d) Ensure that all personal and financial information is kept confidential in line with the 1998 Data Protection Act.

e) In partnership with the Trustees and volunteers raise the profile of Recycling Unlimited and market its services.

f) Undertake other duties as required in the general running of Recycling Unlimited.

The balance of these tasks will be determined by the requirements of Recycling Unlimited at any particular time by the Board of Trustees through the Project Manager. Since Recycling Unlimited is a small organisation staff may be asked to share, from time to time, in central service functions. Therefore, there may be times when the post holder is asked to take part in work not specifically indicated in their job description.

All Recycling Unlimited posts are self-servicing and the post holder will be expected to do her/his own typing, administration and filing.

IV. PERSON SPECIFICATION

Criteria






Essential
Desirable
Work Related Experience:

Experience of disABILITY issues relating to employment.



*

Experience of product costing and control of materials.

*

Experienced in the supervision of people.



*

Hands on joinery/carpentry experience in both

Commercial and academic arenas.




*

Experience in development of a small project.




*
Skills, Abilities & Knowledge:

Computer literate (Spreadsheets/data bases/word processing)


*

Knowledge of the local training sphere.



*

Ability to write clear and concise reports.



*

Ability to work on own initiative & plan own workload.

*

Ability to be flexible for the future growth of the project.

*

Ability to be a 'team player'.





*

Sound knowledge of Health and Safety at Work, 

e.g. NEBOSH qualification                                                                 *

Disposition:

A calm and steady disposition with an enquiring mind and

   the ability to cope with occasional pressure of deadlines.

*

Circumstances:

Car owner with full current driving licence.



*

Other requirements

Undergo a CRB check.                                                                       *
V. CLOSING DATE FOR APPLICATIONS
Monday 9 July 2007. 

Interviews will take place on Friday 13 July 2007.
Salary commensurate with experience and skills.
Full Time - Fixed term contract (up to October 2008).
Start: Beginning of August 2007 or soon after.
VI. HOW TO APPLY

There is no application form. Applications by covering letter and CV.

Recycling Unlimited operates an equal opportunities policy.

VII. EQUAL OPPORTUNITIES

Recycling Unlimited operates an equal opportunities policy. Recycling Unlimited promotes diversity and equality of opportunities and welcomes applications from people regardless of sex, race, disability, sexual orientation, age and religion or belief.

Due to UK law, Recycling Unlimited is only able to employ people with employment rights in the UK/EEA.
We operate a non-smoking policy.

VIII. CONTACT DETAILS
Ask for Abel RIVERA or Kerry HUNTER

Recycling Unlimited

151 Newland Avenue

Hull  HU5 2ER

Tel. 01482 343726

E-mail: recycling.unlimited@yahoo.co.uk
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