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1. Letter from the Directors of Centre Development and Relationship & Marriage Education
Dear applicant

Thank you for your interest in working for Marriage Care as an administrator. We have two posts vacant; that of Centre Development Administrator and the post of Relationship and Marriage Education Administrator.  
We are very fortunate that the Government recognises the importance of the work that Marriage Care does and is supporting the extension of our services. The centre development role is a new post, supporting the newly created centre development team. This team and the administrator post are vital to the achievement of our plans, through supporting centres where our services are delivered including attracting new volunteers, and by promoting our services nationally. 
The Relationship and Marriage Education Administrator will support the Director in her role of managing marriage preparation services and leading their extension into new markets. The administrator will provide the administrative support for training courses, process our on-line relationship inventory for engaged couples and provide general administrative support.  

Marriage Care is a faith-inspired, values-driven national organisation supporting marriage, relationships and family life. We believe that a strong and stable society is founded on fulfilling and committed couple relationships and that our lives are enriched by them. We also know how easily they can become a source of conflict and distress and how vital timely support can be. We offer relationship support services on a non-fixed fee basis so that they are available to all, regardless of ability to pay. 
This information pack contains a brief introduction to Marriage Care, the current developments, the role profiles, terms and conditions, and an application form and equal opportunities monitoring form. 

To apply for either position, please send a completed application form indicating which position you are applying for, and a separate equal opportunities monitoring form to Angela Dunlea, angela@marriagecare.org.uk by 0900 Monday 5 March.  Please note that CVs will not be accepted. Interviews will be held on Monday 12 and Tuesday 13 March.
Do please contact us if you would like to discuss either of these opportunities.

Mary Paterson



Bridie Collins
Director of Centre Development              Director of Relationship & Marriage Education
020 7371 1341 ext 212                            020 7371 1341 ext 203

mary@marriagecare.org.uk                     bridie@marriagecare.org.uk


2. An Introduction to Marriage Care

From its post-War beginnings in London in 1946, Marriage Care’s aims have been simple: 

· to support couples within marriage and other relationships; 

· to prepare those wishing to make that commitment in the future;  

· to support family life in general.

Today, Marriage Care has over 50 centres across England and Wales. One of the key activities is to provide relationship and marriage preparation workshops.  Last year, we helped over 3000 couples embarking on a long-term commitment. In addition we supported more than 2000 clients who sought our help with relationship issues, counselling from more than 100 locations.  We have expanded greatly since our beginnings and with your support, we can go further.   

Our ambition is simple: to make professional relationship support more widely available across the country and to help couples understand that this support is vital, but not a sign of weakness.  We do not charge for our services so as not to exclude anyone, but we do ask the people we work with for voluntary contributions; we are reliant on their generosity for the continuation and development of our services.
Some of our funding comes from central government and we also have some local support from Catholic dioceses and parishes who appreciate the value of our work. We also greatly value the contributions made by our clients for our continued survival. 

All matters connected with strategy, policy, recruitment, training and development are looked after by our national office in London, but the provision of counselling and marriage preparation services is carried out by Centres spread across England and Wales.  All our members are volunteers working as “unpaid professionals” who believe in the difference our work can make to people’s relationships and lives.  Because our guiding aim is to make relationship support more widely available, much of our annual budget is committed in advance to supporting and training our practitioners.  
VALUES

Marriage Care is a faith-inspired, values driven organisation committed to the life-long support of marriage, relationships and family life.  We recognise the dynamic nature of all long-term, intimate partnerships and acknowledge that all can experience periods of difficulty. We believe that a strong and stable society is founded on stable and happy couple relationships and believe that our services should be available to all regardless of ability to pay.  We accept all those who come to us for help and support without judgment or discrimination and welcome all who volunteer with us regardless of faith, no faith, age, gender, sexual orientation or disability.

SERVICES AT LOCAL CENTRES
There is great demand for our services: a typical Centre will organise anything up to 20 counselling sessions a week and five to ten marriage preparation workshops a year, but this can vary according to demand.  Centre Heads are vital to the success of Marriage Care.  They usually lead a team of two to ten counsellors, similar numbers of marriage preparation providers and FOCCUS facilitators as well as two to five part-time support volunteers, including a secretary and treasurer and ideally a publicity officer. Local Centres report to the national office in London which in turn provides support, guidance and further training to all Centre staff.
Centres are often ‘virtual’: although some centres have the luxury of their own accommodation, many rent or use rooms donated from local organisations for meetings, workshops and counselling, with admin done from home.

Counselling

We offer a confidential relationship counselling service to both couples and individuals.  A typical course of counselling progresses through six, 50 minute sessions, during which clients explore their situation, are helped to come to terms with it and ultimately, move towards a workable resolution of their issues. Further sessions are offered if appropriate. 

We take our commitment to counselling seriously and all sessions are conducted within the ethical framework of the British Association for Counselling and Psychotherapy (BACP).  Our approach to counselling is non-judgmental and person-centred.  
Marriage preparation
We offer relationship and marriage preparation workshops for those committing to a long-term future together.  A typical one-day workshop covers all the core elements we consider fundamental to a successful relationship, such as what makes for  good communication, sharing goals and values, learning to manage conflict and negotiation.  Sessions are led by trained practitioners.   For those seeking a more individually tailored approach, we offer FOCCUS which provides an insight into the strengths of the relationship and highlights those areas for further discussion.

The workshops tend to focus on the skills couples need to sustain relationships whereas FOCCUS looks at attitudes that the couple bring as individuals to the relationship.

SERVICES NATIONWIDE

National telephone helpline

In early September 2010, Marriage Care began partnering with Parentline Plus, now Family Lives, a leading national charity providing help and support to anyone caring for children. They are a natural partner for us as the strength of the adult relationship is the most important factor in providing a good foundation for families.  This welcome new development meant we could extend our previously time-limited helpline to a genuine 24/7 service.  We can now provide a national listening and information service for anyone facing relationship or family difficulties. Callers to the service can either be referred to a local Marriage Care Centre for counselling, or on to another organisation for further help and information. 

OTHER SERVICES
Relationship education
To help schools fulfil the teaching requirements of the national curriculum, Marriage Care has developed relationship education material for use with Key Stages three and four, which is particularly suitable for students studying personal, social, health and economic education (PSHE) and citizenship.  This material, Foundations for a Good Life, is freely downloadable from our website.  

CURRENT DEVELOPMENTS IN MARRIAGE CARE

Through our government funding, Marriage Care is set on an exciting expansion and development of our work in the field of relationship support.  The current Government has made a commitment to support relationships and has given extra funding to allow for that.  We have taken on four new managers to help with this development.  The work is funded from April 2011 to March 2013 in the first instance and then for a further two years depending on achievement.

The work we are planning to deliver is the following: 

a) provide relationship education and preparation to 8000 couples by March 2013 to sustain relationships and normalise problems, and their resolution; 
b) offer learning opportunities for adults in building and sustaining long-term partnerships, to be presented to a minimum of 800 adults by March 2013 in 75 locations in England, using existing community settings and networks;

c)  Offer  direct therapeutic help to  6000  people  whose relationships face seemingly intractable difficulties by problem-resolution or the achievement of good endings for couples, and their children;

d)  work in 15 prisons providing by 2013 support to couples on their relationship issues, since as many children are separated from parents each year by incarceration as by relationship breakdown;

e)  provide support to the Traveller community in relationship education, preparation and therapeutic intervention, in partnership with Catholic Dioceses;

f) normalise relationship support in conjunction with peer organisations in the relationship support field,  and with Government.
Marriage Care will contribute to couple and family well-being across the spectrum of relationship support by the provision of accessible, timely and affordable support services.  The activities offered will give couples the opportunity to deal with relationship issues that affect them, within the context of what adults have asked for – improving communication, strategies for problem solving, the management of conflict, guidance on sexual issues and other key interpersonal matters (Relationships Matter 2010). We are well placed to deliver these activities as a national organisation with more than a 100 locations.  We have clear governance and management structures with a record of delivering innovative and accessible services over 60+ years. This experience will allow for the delivery of cultural, social and innovative solutions that address the Government’s, but crucially, couples’ requirements.
3. Centre Development Administrator Role Profile
Responsible to: Director of Centre Development 

Purpose of the job:  To support the centre development team in achieving its objectives 

Principal accountabilities and key tasks:

· Provide administrative support for national advertising for volunteers 

· Provide administrative support for social media activity
· Fulfil requests for publicity material
· Update online directories and other sites linking to Marriage Care’s website with relevant changes

· Update the database with non-practitioner information and send out exit letters
· Provide administrative support for the customer and ex-member relationship management programme

· Provide ad hoc support for centres requiring administrative support
· Produce monthly management information on services
· Provide admin support for meetings and conferences
· Organise and manage shared resources for easy access and accuracy
General

· Other supporting tasks as requested by the centre support managers and communications manager

· Any other reasonable tasks required by line manager 

· Participate in the rota for general office tasks

Key Relationships: 

Internal:

· The job holder will report to the Director of Centre Development 

· Key relationships will be with the members of the centre development team whom the job holder will support

· The job holder will form part of the admin team and work with other members to fulfill general office tasks

· The job holder may work with centre members in providing ad hoc support 

External:

The job holder will liaise with external agencies and suppliers in the course of their work

PERSON SPECIFICATION
Experience

Minimum of two years in a secretarial or administrative capacity 

Knowledge

· Some knowledge of the charity sector and working with volunteers would be desirable but not essential

· An awareness of equal opportunity and diversity issues

Operational 

· Substantial experience with computer packages such as Microsoft Word, Excel, Powerpoint, ideally at advanced level, and experience of using databases

· Good verbal and written communication skills in English

· Strong organisational skills and ability to prioritise demands

· Good problem solving skills and an attitude to resolve problems rather than pass them on

· Excellent attention to detail

· Good time management skills

· An ability to work with a team but also on one’s own initiative

· An ability to deliver work to tight deadlines 
Qualifications

· Five GCSEs including Maths and English are required

· Secretarial or administrative qualifications, or demonstrable skills

4. Relationship and Marriage Education Administrator Role Profile 
RESPONSIBLE TO: 
Director of Relationship and Marriage Education

PURPOSE OF JOB:


1. To provide administrative support to the Director of Relationship and Marriage Education to ensure the delivery of an efficient and professional Marriage and Relationship Education service.

2. To liaise with volunteers, outside bodies and venues, where necessary, to administer the annual training programme for this service.

3. To maintain and update the organisation’s database in the field of Relationship and Marriage Education.

4. To process all FOCCUS online and manual sessions according to the procedures laid down.

DIMENSIONS OF JOB:
1.
FINANCIAL (indirect):
 to provide information to the Director of Relationship and Marriage Education of any budgetary implications in relation to training and development, resources and media events that come to the post-holder’s attention.
2.
RELATIONSHIPS:

· Internal:


· To liaise directly with the Director of Relationship and Marriage Education in respect of training and development issues.

· To liaise with Director of Finance and other managers to maximise the benefits of Marriage Care’s training resources.

· To maintain contact with Marriage Care’s trainers working in Relationship and Marriage Education so that availability and information is regularly exchanged.

· To co-operate with other members of staff, where appropriate, in providing and developing services in Centres.

· External:

· To develop and maintain relationships with any accrediting bodies, external venues and any other relevant training providers.

· To develop effective working relationships with appropriate people in the religious, voluntary, commercial and statutory sectors, where appropriate.

PRINCIPAL ACCOUNTABILITIES

Work with the Director of Relationship and Marriage Education.

· To prepare, arrange and administer the Relationship and Marriage Education training courses.

· To prepare, arrange and administer venues for Relationship and Marriage Education training, ensuring that the Trainers involved have requisite information and resources to run the events.

· To liaise directly with the Director of Relationship and Marriage Education to ensure that all information about training is available to the relevant parties and ensure that all administrative resources are in place for their smooth running.

· To maintain and monitor a database of personnel resources available for the running of Training courses and other related events.

· To provide the administration and processing of all FOCCUS sessions and materials.

· To liaise with FOCCUS Inc. as appropriate, and as directed by the Director of Relationship and Marriage Education.

· To carry out secretarial duties on behalf of the Director of Relationship and Marriage Education.

Work with Marriage Care Centres.

· To keep Centres regularly informed of all relevant events that are available in the field of Relationship and Marriage Education.

· To send out relevant training information.

· To collect and record quarterly statistical information and other returns e.g. evaluations from courses 

General:

· To be mindful of and work within clearly defined budgets that are in operation.

· To co-operate with other staff members on agreed projects to improve the scale and effectiveness of the service to clients.

· To deal with callers to the organisation who use the electronic door-entry system.

· From time to time, to carry out other tasks as directed by the Chief Executive Officer or Director of Relationship and Marriage Education.

Common Tasks:
· Answering the telephone to general enquiries

· Helping out team members with large mail-outs in the production of information, collating packs for delegates at Marriage Care events

· Helping out with work commitments where possible when a member of the team is sick or on annual leave

· Dealing with queries from Centres

· In the absence of one of the management team, the last administration staff member to leave will ensure that the building is secure and equipment is turned off.

PERSON SPECIFICATION
EXPERIENCE

· Working in the voluntary sector desirable.

· Working within and understanding budgetary processes.

· Preparing written reports.

· Minimum of two years in a secretarial or administrative capacity.

KNOWLEDGE

·  An understanding of the structure and operation of the voluntary sector 

· Good working knowledge of  databases and Microsoft Word, Excel, Powerpoint, Outlook  essential
OPERATIONAL

· An awareness of equal opportunities and diversity issues

· Ability to liaise effectively with members of the public or external agencies.

· Ability to understand the client-centred approach to service delivery and


 maintain confidentiality within the service.

· Ability to work as a member of a team and liaise with other departments of Marriage Care in a flexible way.

· Ability to establish and maintain effective filing systems.

· An ability to deliver work to tight deadlines.

EDUCATION, QUALIFICATIONS & TRAINING

· Five GCSEs including Maths and English are required

· Keyboard skills or qualifications.

· Secretarial or administrative qualifications, or demonstrable skills.

4. Terms and conditions

Salary

Salary range £18,493 to £24,387
Pension

Marriage Care will make a contribution into any pension scheme up to 5% of annual salary  
Location
Both posts will be based at the national office:


Clitherow House

1 Blythe Mews
London

W14 0NW

Working hours

Normal working hours are 35 hours per week between 9am and 5pm, Monday to Friday. Some weekend and evening working may be necessary to support conferences and other events, with time off in lieu.

Holidays
Both posts are entitled to 23 days holiday excluding statutory bank holidays.
Term of appointment
The Centre Development post is funded up to March 2013 with the possibility of this being extended for a further two years. 

The Relationship and Marriage Education post is a permanent position.

A six-month probationary period will apply to both posts.
5. Application form

PRIVATE AND CONFIDENTIAL

	Application for the post of:
	

	Where did you see this vacancy (please be specific):
	

	Name:
	

	Address:
	

	Home phone:
	

	Mobile phone:
	

	Email:
	


Referees

Please supply the names of two people who can be approached for a reference in support of your application, one of whom should be your most recent employer.  Please indicate if you would prefer us to contact them only if we offer you the post.

	Name:
	

	Position held:
	

	How they know you:
	

	Address:


	

	Day time telephone no:
	

	Email:
	

	Name:
	

	Position held:
	

	How they know you:
	

	Address:


	

	Day time telephone no:
	

	Email:
	


Education and Training

Please set out below your education and any further training you have engaged in that is relevant to the advertised post.

	Dates

(most recent first)
	Institute/establishment
	F/T or

P/T
	Training undertaken/ qualifications obtained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employment

Please set out your employment history with dates, highlighting any posts that you feel are particularly relevant to the advertised post.

	Dates (most recent first)
	Employer and role
	Reason for leaving

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Please indicate your current or most recent salary:
	£




Relevant experience 

	Please tell us about your responsibilities and achievements in your recent career that have a relevance for the advertised post (300 words at most)




Personal statement

	In not more than 500 words, please set out your case to persuade us that you are the right person for this job and why you are applying.  You should use the role’s person specification and job description to demonstrate your applicability for this post. 




Taking up references

If you are short-listed for interview, we may approach your referees, unless you have indicated that you would prefer us not to.

Preferred interview date

	Interviews will be held on Monday 12 and Tuesday 13 March. Please indicate if you cannot make one of these dates




	If you were offered and accepted this post, when would you be available to start work?


Signature

I certify that the information provided by me here in this application is correct to the best of my knowledge.

	Signed:
	

	Date:
	


When completed, this form should be returned to: Angela Dunlea, PA to the Chief Executive, at angela@marriagecare.org.uk together with the completed equal opportunities monitoring form below as a separate document.
6. Equal Opportunities Monitoring Form

Marriage Care is committed to the promotion of equality of opportunity in its employment policy, practices and procedures.  To make this meaningful we need to monitor the effectiveness of our policies, by analysing statistical information. We would be grateful if you could provide us with the following information – we value your contribution, which will ensure our statistics are accurate and representative of people who are seeking to work with Marriage Care.  

This form will be separated from your application form and treated in the strictest confidence.  The information you provide will be used for statistical purposes only and will not be used as part of the recruitment selection process.  It is helpful if you complete all sections of the form.

Notes on completing this form:

Ethnic Origin:

The ethnic origin categories the same as those used in the population census in 2001.  They are recommended by the Commission for Racial Equality and are the basis for reporting statutory performance indicators.

Disability:

The definition of disability under the Disability Discrimination Act 1995 is “a physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day-to-day activities”.

1) Details

	Name:
	


(Your name is required in order that we can identify which stage of the recruitment process you reach i.e. interview, appointment)


	Job applied for:
	


2)  My gender is (please tick appropriate box):

[image: image2.jpg]

male


female




3)  My religion is (please state if no religion):

4) Nationality (please state): 

5) Ethnic Origin

	I would describe my  ethnic origin as:
	Please tick one box
	Ref.

	White
	British
	
	WB

	
	Irish
	
	WI

	
	Any other white background *
	
	WO

	Mixed
	White and Black Caribbean
	
	MC

	
	White and Black African
	
	MB

	
	White and Asian
	
	MA

	
	Any other mixed background *
	
	MO

	Asian or Asian British
	Indian
	
	I

	
	Pakistani
	
	P

	
	Bangladeshi
	
	B

	
	Any other Asian background *
	
	AO

	Black or Black British
	Caribbean
	
	BC

	
	African
	
	BA

	
	Any other  Black background *
	
	BO

	Chinese 
	Chinese
	
	C

	*Other ethnic group (OE)
	Please state:
	


6)  My marital status is (please delete as appropriate):

married / cohabiting/ single / widowed / divorced/civil partner

7)  Is there anyone who relies on you for day-to-day care and attention? 

(please delete as appropriate)


YES/NO

Age

If YES, are they:
a) children
0 – 4
(please tick box/boxes)








5 – 11




 






12 – 16








b) other family member or partner (please tick)


8) Do you consider yourself to have a disability?


YES/NO
(please delete as appropriate)

9) My age is: (please tick appropriate box)
16 –19





40 – 49




20 – 29





50 – 59



30 – 39





60 – 64



Thank you for completing this form
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