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Viewfield Road, Portree, Isle of Skye IV51 9EU


We grow plants, and we help to grow people

Viewfield Garden Collective provides and promotes therapeutic gardening for disadvantaged adults in Skye and Lochalsh and those with support needs. We use horticulture, creative arts and the environment as a means to support and develop our clients and volunteers. Established in 2006, our large kitchen garden is situated in the grounds of Viewfield House in Portree, Isle of Skye.

Our purposes are:
· The advancement of education through the provision of a supportive work environment and training in horticulture for vulnerable people, particularly those suffering from mental health problems, disabilities and social isolation.
· The advancement of citizenship and community development by maintaining natural landscapes, paths and our community garden which are open to the general public.
· The advancement of health through providing opportunities for social interaction and physical exercise through gardening activities.
· The advancement of environmental protection through developing the community garden and woodland paths, and maintaining and restoring the natural environment.

We provide supervised therapeutic gardening support, training, and personal and social development on Wednesdays and Thursdays. Volunteers can attend on an unsupervised basis on the remaining 3 weekdays.

[bookmark: _GoBack]The garden has three cultivated terraces producing fruit, vegetables, herbs and flowers, as well as two poly-tunnels, three sheds and an outdoor seating area. We offer a variety of educational and training opportunities including the Royal Caledonian Horticultural Society Grow and Learn Awards that focus on individualised learning for all. Volunteers can participate in a range of gardening activities such as flower and vegetable growing, beekeeping, propagating seeds, soil management, composting, drystone walling and willow weaving. We also arrange trips to other garden projects, and organise regular workshops and open days.

We are looking to recruit a self-employed Support Manager to support clients, volunteers, trustees and the organisation. This is a permanent post. The initial contract will run until the end of December 2022, with an option to continue after this date by mutual agreement and subject to funding. There may be scope to extend the hours of this post.
You will be required to apply to the Disclosure (Scotland) Protecting Vulnerable Groups (PVG) scheme.
The contract runs from May 2022 until 31st December 2022 and will be paid on submission of a monthly invoice at £17.00 per hour.
Progress reports will be submitted every month to the VGC Chair.

If you would like to apply, please send a CV, a covering letter and our Monitoring form to admin@viewfieldgardencollective.org, explaining why you would like to work at Viewfield Garden Collective and what you will bring to the post.
The closing date for applications is 10th April 2022.
If you have any questions, please email us at admin@viewfieldgardencollective.org.

	
POST OF: THERAPEUTIC GARDEN - SUPPORT MANAGER

RESPONSIBLE TO: VIEWFIELD GARDEN COLLECTIVE TRUSTEES

SALARY:      £17.00 PER HOUR (SELF-EMPLOYED)
 
HOURS         17.5 HOURS PER WEEK UNTIL END DECEMBER 2022

	
MAIN ROLE
This role will provide support for clients and volunteers attending the garden, and administrative support for the trustees and the organisation. Some hours every Wednesday and Thursday will be worked in the garden, with the remainder worked from home during the week. Experience of working with vulnerable adults and those with mental health issues, learning difficulties and physical disabilities would be an advantage. The post also requires leadership and management experience, computer and IT literacy, and good organisational and interpersonal skills.
The Support Manager’s duties will focus on helping clients and volunteers to gain the maximum benefit from their experience at Viewfield Garden Collective, by supporting them throughout their involvement. The Support Manager will be responsible for maintaining client and volunteer records, and conducting regular reviews. He/she will work together with the Garden Manager, and contribute to joint progress and monitoring reports for trustees.
In addition, the Support Manager will undertake the main administrative tasks of the organisation, and he/she will liaise with external organisations, partners and the public on behalf of the charity. Experience of working in a Third Sector organisation helpful.

	
MAIN DUTIES
SUPPORTING SERVICE USERS AND VOLUNTEERS
· Recruit and manage volunteers
· Recruit and coordinate referrals
· Provide an induction to all new clients and volunteers 
· Keep records and conduct progress reviews
· Provide support and supervision
· Work with clients and volunteers to identify training needs and relevant workshops
· Liaise with Garden Manager
· Arrange and host communal lunches
· Work with Garden Manager to organise open days and workshops
· Day-to-day management of facilities and supplies at Viewfield Garden Collective

ORGANISATIONAL ADMINISTRATION
· Administer and send emails from the organisation, and manage incoming enquiries
· Manage petty cash, and bank donations left at the garden
· Maintain the membership and contact list
· Maintain document storage and data confidentiality
· Maintain policy documents
· Identify funding opportunities, apply and report to funders in conjunction with the Treasurer.
· Organise PVG checks and maintain compliance
· Liaise with partner services and stakeholders
· Retain appropriate data and documentation for progress and funders’ reports
· Support trustees via regular reports, liaison and attendance at meetings
· Administer the website and social media platforms
· Any other duties that may be determined in negotiation with trustees



	
SKILLS AND EXPERIENCE REQUIRED
· Previous experience of managing staff or volunteers
· An understanding of how to assess the needs of an individual using a person-centred approach. 
· An understanding of the motivation and support needs of clients and volunteers
· Demonstrable relationship management experience covering a wide range of stakeholders 
· Strong organisational and IT skills 
· Excellent written and verbal communication skills with proven ability to communicate effectively through various types of media
· Customer-focused with an ability to have strategic conversations with key partners one minute and talk to a volunteer the next
· Attention to detail and a willingness to accurately record all interactions 
· Experience of event management and working to deadlines. 
· Experience of organising and delivering activities 
· Ability to organise yourself, prioritize the workload and organise others
· Knowledge of the current funding landscape
· Experience of writing successful funding bids 
· Having a solution-focused approach. 








Monitoring Form for Support Manager at Viewfield Garden Collective
Personal contact details:
	Full Name (including title)
	

	Home Address

	


                                                            

	Telephone
	Home: 
	Mobile: 

	
	Work: 
	

	Email
	


	Preferred means of contact 
	



	Equality Act (2020) – Disability

We are committed to employing people with disabilities and wish to encourage more applications from people with disabilities. If you are considered to be disabled under the Equality Act definition and have demonstrated that you meet the minimum criteria for the post, you will be guaranteed an interview.

The Equality Act states that “a person has a disability if he or she has a physical or mental impairment and the impairment has a substantial and long term adverse effect on his or her ability to carry out normal day-to-day activities”. Long term means that the effect of the impairment has lasted or is likely to last for at least 12 months.
 Do you consider yourself to have any disabilities?  YES / NO
Please state any arrangements you would like us to make to assist you if you are called for interview:
[bookmark: Text6]     


	Authorisation to Work in the UK & Points-Based System

To comply with the Immigration, Asylum and Nationality Act 2006 we are required to check your eligibility to live and work in the UK.  Please confirm that on request you will be able provide this evidence. YES/NO

In accordance with the points-based immigration system, please confirm whether you are a UK Citizen, a Citizen within the Common Travel Area, an EU Citizen with (or eligible to apply for) Settled Status or have another form of working Visa issued by the Home Office and have the Right to Work in the UK   YES/NO





Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013) 
All applicants are required to declare any criminal conviction(s) including bindovers and cautions which are ‘unspent’ and/or any pending prosecutions.  Certain posts within RPMT are exempted under the Rehabilitation of Offenders Act 1974.  If the post for which you are applying is an ‘exempt’ post you must declare all convictions including non-filtered ‘spent’ convictions and, if shortlisted, you will be asked to provide more detailed information so that a criminal records check can be made with the Disclosure & Barring Service.
 Do you have any convictions, cautions, reprimands or final warnings that are not "protected" as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)? YES / NO
If you have answered yes please ensure any information is placed in the space provided below. 
     

(A conviction will not necessarily be a bar to obtaining a position with this organisation.)
Data Protection Notice
In accordance with the Data Protection Act 2018, the information provided on this form will be used in the recruitment and selection process. It will also form part of the confidential personnel record of the successful candidate. In the case of unsuccessful candidates the information will be destroyed after twelve months. In addition, anonymised data will be used for equal opportunities monitoring purposes.
Viewfield Garden Collective will be the data controller for the information you provide in this form. For more information on how the Collective processes your data, including your rights over your data, see our general Privacy Notice at https://www.viewfieldgardencollective.org.

Declaration
The information supplied in this application form is true and accurate to the best of my knowledge. I agree that Viewfield Garden Collective has the right to validate any of the information provided.


Signed:	 							  Date: 


Viewfield Garden Collective is a registered Charity. No SCO38323
Viewfield Road, Portree, Isle of Skye, IV51 9EU
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