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Mentoring Project Officer 
Job Description

Job Title: 

Mentoring Project Officer
Hours of Work: 
0.6 FTE 21 hours per week 
Salary: 

£16,645 per annum (£27,741 pro rata)
Tenure: 
Fixed term till June 2024
Responsible to: 
Mentoring Project Manager (WEN Wales) 
Responsible for: 
Mentees
Location: 
Remote for time being, can be Swansea, Cardiff, Newport or Wrexham thereafter

Project Overview
The ‘Equal Power Equal Voice’ Mentoring programme is an exciting new partnership programme which has the potential to transform public life in Wales. 
It will recruit and mentor diverse women, BAME people, disabled people, and LGBT people to be involved in public life, whether standing for political office, serving on public boards, charity boards, or as school governors. It has the power to transform Welsh society by supporting diverse people into power so that our political and public institutions better reflect the diverse citizens of Wales. 
It builds on previous successful mentoring programmes run by both Ethnic Youth Support Team (EYST) and WEN Wales. We therefore already have a fantastic framework from which to start the project.  Both schemes have resulted in mentees becoming Senedd Candidates, MPs, Councillors, public board members, trustees, and school governors. This programme aims to ensure that in the future, decision-makers, politicians, and Government better reflect our increasingly diverse society. 
The project is a 3-year project intended to run from July 2021 to June 2024 and is funded by National Lottery and Welsh Government. We are recruiting four part time Project Officers, one will be based at each partner organisation. The posts will be managed by the Mentoring Project Manager, based at WEN Wales and will be matrix managed by the employing organisation too. 
The partnership

We are a group of leading Equalities organisations who have come together to deliver this project to ensure it is truly intersectional. Each of us are leaders in our field: 

•
Disability Wales is striving to achieve rights, equality, and independent living of disabled people in Wales.

•
Ethnic Youth Support Team (EYST) works to support ethnic minority people as well as challenge negative stereotypes about ethnic diversity in Wales.
•
Stonewall Cymru's mission is to achieve legal equality and social justice for lesbian, gay, bi, and trans people in Wales.

•
Women’s Equality Network (WEN) Wales’ vision is of a Wales free from gender discrimination, where all women and men have equal authority and opportunity to shape society and their own lives. 

The lead partner is WEN Wales who have already successfully piloted two mentoring programmes for diverse women. 

About EYST 
EYST is an award-winning beneficiary-led charity committed to supporting ethnic minority people including refugees and asylum seekers in Wales. Our vision is a Wales where ethnic minority people can contribute, participate and be a valued part of Wales and our mission is to deliver quality and accessible services working in partnership with others to achieve this. We deliver services across Wales to support people to access employment, education, training, housing, health and advocacy including support to ethnic minority young people, families, refugees, asylum-seekers, migrants and community groups, as well as working with the wider community to challenge racism. 
Aims of the Post
This role is about supporting the Project Manager and working with the 3 other Project Officers in delivering the mentoring scheme. You will mainly be working with the cohort of mentees and mentors from EYST, ensuring they are invited to and attend the main learning events, setting up the peer-to-peer support network for your cohort of mentees and liaising with the Project Manager. 

With a proven track record of delivering projects, you will be dynamic, organised, a good listener and able to connect people up to help them achieve their goals. You will be extremely motivated, able to work on your own initiative and be ready to join a fast-moving and values-driven organisation committed to equality and social justice.
Key Objectives of the Role are:

a) Supporting the Project Manager in delivery of a successful mentoring programme according to the project plan
b) Working with your cohort of mentees to enable them to access the learning programme, benefit from the peer to peer support group and from the relationship with their mentor
Principal Accountabilities and Main Duties

Project Organisation and Delivery 

· Support the Mentoring Project Manager in setting up all systems and lead the recruitment of mentees and mentors from EYST’s networks

· Match the mentees to appropriate mentors

· Support the organisation of the training events and training sessions by sourcing appropriate speakers, organising zoom sessions and / or physical events

· Organise the peer to peer support group for EYST’s cohort of mentees 
· Work with partners and the Mentoring Project Manager to recruit, liaise with, and keep central register of all possible mentors 
· Keep a record of all achievements of mentees as they progress, checking in with them regularly on their learning journey

· Give support to Mentees, as needed, on a case by case basis

· Quarterly reporting and evaluation
Partnership Liaison
· Liaise with the 3 other Project officers and the Mentoring Project Manager to ensure the programme is delivered effectively 

· Network widely across the public sector and third sector to promote the project and identify opportunities relevant to the project

External communications 

· Be an ambassador for the project, speaking at events where appropriate
· Liaise with the WEN Communications and Engagement officer to help publicise the project.
General Responsibilities and Duties

· Conduct the duties of the job description in accordance with the operational policies of EYST and the partner organisations, including but not limited to: the safeguarding policy, diversity policy, social media policy, data protection policies, home working and other policies.
· Maintain good working relations with all stakeholders, including staff, mentors, mentees, volunteers, Trustees, partner organisations and Members.
· Contribute to the general administration and delivery of all programmes of EYST, as required.
· Undertake any other reasonable duties as may be required by the role.

Person Specification

	Experience
	Essential
	Desirable

	Experience of delivering projects to a high standard.
	
	X

	Experience or very strong understanding of what a role in public life entails 
	
	X

	Skills 
	
	

	Good listening skills, empathy and ability to enthuse
	X
	

	Excellent team work 
	X
	

	Excellent all-round communication skills including tact and diplomacy to build relationships with political stakeholders
	X
	

	Excellent public speaking and experience of speaking at events, seminars and to the media
	
	X

	Excellent time management skills with the ability to produce quality work with minimal supervision  
	X
	

	Good project management skills
	X
	

	Computer literacy, including online meetings and remote working, where applicable
	X
	

	Knowledge 
	
	

	Knowledge and understanding of equality and human rights issues across all protected characteristics and the barriers and challenges for communities in particular in relation to race and ethnicity 
	X
	

	Other requirements
	
	

	Demonstrable commitment to EYST’s organisational values of Equality, Human Rights, Social Justice and Making a Positive Difference .
	X
	

	Confident with social media including Twitter, Facebook, etc
	X
	

	Lived experience of or demonstrable active allyship with a protected characteristic
	X
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