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	Mediation Officer
 Job Description and Personal Specification

	
	

	Job title:
	Mediation Officer

	Place of work:
	Home based - Norfolk, Suffolk, Cambridgeshire

	Hours of work:
	7.4 Monday to Friday to meet the needs of the clients.

	Salary/Grade:
	Operational - Practitioner

	Reports to:
	Mediation Service Coordinator

	Level of screening:
	Application, Interview, subject to 2 x references and enhanced DBS (Child and Adult Workforce)

	

	Who we are



Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.

We achieve this in two ways. Firstly, we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

Our Community Mediation Service aims to provide a service that helps people find long lasting, realistic solutions to the conflicts affecting their lives and to support public services and local authorities by stopping disputes from escalating and reducing the need for enforcement action. We are a person centred service that aims to give people the best possible chance of good outcomes and have to be flexible and creative in the way we work.

	Where you fit in

	
The post holder will assist the Mediation Coordinator in the delivery of an independent, impartial community mediation service. This will involve direct delivery of mediation and conflict coaching, administrative duties and working with other community based multi-agency staff. You’ll be part of a small and supportive team, passionate about the importance of mediation and committed to bringing is benefits to as many people as possible in ways that work for them. 


	Main Duties & Accountabilities



· To deliver mediation and conflict coaching to local communities as a way of resolving disputes and supporting people through conflict, including such issues as; noise, anti-social behaviour, racial harassment, dogs, parking, boundary problems and verbal abuse.
· In consultation with the coordinator, to maintain efficient methods of ensuring meaningful feedback from service users and referrers in order to ensure outcomes and people’s experiences of the service are captured and monitored.

· Ensure accurate, confidential and efficient record keeping and to assist the coordinator in reporting on the service and demonstrating our impact.
· To attend regular supervision sessions with the coordinator.
· To attend area, regional and national events / training considered relevant to the enhancement of the post as considered appropriate by the coordinator or Service Manager.
· To promote the ethos and values of the Community Mediation Service by highlighting the benefits of mediation and supporting referring agencies to understand and use the service and liaising with partners such as the police, local authorities, and housing associations to ensure a coordinated approach to conflict resolution
· You will need to understand your safeguarding role and show sound judgement in assessing risk and identifying issues that need escalating, following internal and external safeguarding processes. 


	What does good look like for this role?



Ensuring the above responsibilities are undertaken and met through forming excellent working relationships with our stakeholders and colleagues.  This will be evidenced through regular 1.1 meetings with your line manager, through statistical, impact and outcomes reporting to the commissioner, and will be quality assured through Catch22’s “Brilliant Basics” audit process.


	Organisational Relationships
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The post holder will work closely with internal and external colleagues across Suffolk, Norfolk and Cambridgeshire, with the wider CRRS Group and Catch22 Group as required.
Classification : Unrestricted

Classification : Unrestricted

Classification : Unrestricted

	Job Title: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	
Mediation qualification


	Equivalent experience of mediation, preferably in a community setting


	A, I

	KNOWLEDGE
	Knowledge of mediation good practice, and the conflict issues facing communities

	A knowledge of other local services and systems that may be helpful to those using our service
	A, I

	EXPERIENCE

	Experience of working with community based agencies and service users / residents 


	Experience of working with vulnerable people who experience a range of issues that may contribute to their situation
Experience of lone working and visiting people in their homes

	A, I

	SKILLS & ABILITIES
	· Able to prioritise workload and offer a flexible response to identified individual needs
· Good written and verbal communication skills
· Ability to build & maintain effective working relationships, within Catch22 & externally 
· Able to communicate effectively with service users and multi agency partner staff
· Excellent organisational and time management skills
· Good administrative & IT skills
· Shows sound judgement when assessing risk and in identifying issues that need ‘escalating’
· Excellent listening skills, ability to empathise and understand without judgement and remain impartial
· Ability to support people to find solutions in the most suitable way for them and to write agreements appropriately where necessary.

	· Ability to interpret and assess referrals made by partner agencies for mediation to take place
· Ability to think creatively and to gain community or inter-agency support for proposals

	

	OTHER
	Share Catch22 values and comply with our policies and procedures

Awareness of and commitment to Equality & Diversity

Willing to travel and work flexible hours, including evening and weekend, as required by the service

To carry out such other relevant duties, as may be required and as are commensurate with the nature and grading of the post

The post will require a full driving license.
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