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GMAVSG: Coordinator

Job Description

Introduction and Structure of GMAVSG

Greater Manchester Asbestos Victims Support Group (GMAVSG) is a registered charity which
is governed by a Board of Trustees. It was set up in 1994 by Greater Manchester Hazards
Centre Ltd (GMHC), which provides advice, information and campaigning on occupational
health and safety, currently employing three part-time workers for that work. GMHC employs
the GMAVSG staff, who work exclusively for GMAVSG, and sets the employment terms and
conditions and is responsible for employer-employee relations.

GMAVSG provides free comprehensive advice on benefits, and basic information on
compensation, to people with asbestos diseases. The main work involves staffing a phone
helpline (9.30am to 4pm Monday to Friday) and making home and hospital visits to patients in
Greater Manchester and in some of the neighbouring parts of Lancashire, Cheshire and
Derbyshire. Most of our clients have mesothelioma, a terminal cancer; they are mostly men in
their 60s, 70s and 80s, who were exposed to asbestos at work. The main purpose of the phone
helpline is to ensure that visits are promptly offered to people newly diagnosed with an asbestos
disease. We also receive referrals from clinical nurse specialists or consultant respiratory
physicians in the hospitals in Greater Manchester.

Campaigning for better health and safety at work to prevent iliness and injury is crucial to the
work of both GMHC and GMAVSG. For GMAVSG this involves campaigning against constant
legal challenges to compensation and against inadequate state benefits and compensation and
contributing to the international campaign to stop mining and use of asbestos.

GMAVSG runs two support groups. The Families group is for people who have lost a loved one
to asbestos disease. The Living Well group, run in partnership with clinical nurse specialists, is
for people with mesothelioma.

GMAVSG is funded mainly by donations, including an annual charitable donation from a panel
of 6 solicitor firms. Funding from all these sources is not guaranteed, but it is expected that our
current annual funding will continue for the foreseeable future, and our reserves are healthy.

Notes about the Job

This job would suit someone with recent welfare rights experience, who is also interested in
day-to-day management and development of the charity’s work. Management experience,
particularly in the charity sector, would be beneficial, but is not essential.

During induction it is expected that the Coordinator will be based mainly in the office in Hulme,
Manchester. Afterwards, they will work mainly from home, except when visiting clients.

Part-time / job share applications welcome, providing you are available during core hours of
9.30am to 4pm for at least 2 days a week.



Job Summary
The GMAVSG Coordinator is responsible for:

a) Organising the phone helpline and visits to people suffering from asbestos-related
illnesses, primarily around benefits and compensation. This includes referring to and
liaising with appropriate external agencies, ensuring that databases of clients and case
files are maintained.

b) Maintaining the panel of solicitors

c) Line managing the two other GMAVSG workers

d) Organising the GMAVSG Board of Trustee meetings

e) Promoting and organising GMAVSG support group meetings

f) Campaigning on asbestos issues. This includes making presentations about the work of
GMAVSG, organising and participating in events and demonstrations, media work,
active involvement at relevant meetings and committees.

g) Organisational management including administration, health and safety and financial
responsibilities.

h) Liaison with the GMHC Coordinators to cooperate on mutual aspects of the work on
occupational health and safety.

Main Duties

1. Provide information and welfare rights advice, including specialist advice on industrial
injuries benefits which usually involves taking work histories, to people affected by asbestos-
related diseases — by the phone helpline, by home or hospital visits, and by responding to email
and post.

2. Represent clients at first and second tier benefit appeal hearings.
3. Work with other professionals and organisations, eg, solicitors, nurses, hospital consultants.
4. Maintain databases of clients’ information and case files.

5. Maintain the panel of solicitors to ensure that the best solicitor firms are recommended to
clients. This includes: issuing annual invitation to Panel members, setting standards for Panel
solicitors, recommending changes to Panel where necessary.

6. Line management responsibility for the other GMAVSG worker(s), (currently one other
worker is employed full-time for 5 days a week).

7. Organise and attend the GMAVSG Board of Trustee meetings, including sending out notices
and agenda, providing written work report, liaising with the named GMHC management
committee member who is a Trustee of GMAVSG to ensure GMHC receive regular reports on
work and staffing issues.

8. Organise GMAVSG support groups (currently 2 groups). This includes: liaising with,
arranging and chairing (unless a member of the Families Group takes this responsibility)
meetings of the Families Group, for people bereaved by mesothelioma. The coordinator is
jointly responsible with the Mesothelioma UK Clinical Nurse Specialists at Wythenshawe
Hospital for arranging and chairing meetings of the Living Well with Mesothelioma Group, for
people suffering from mesothelioma and their families / carers.

9. Make presentations to other professionals, organisations, meetings and conferences on the
work of GMAVSG.

10. Organise, participate in and publicise public events about asbestos dangers and issues,
including Action Mesothelioma Day (first Friday in July), Workers Memorial Day (28™ April).



11. Participate in local and national campaigns and encourage involvement of GMAVSG
Trustees and supporters in campaigning work on asbestos issues.

12. Publicise the work of GMAVSG by media work through press releases, interviews with
radio, television, newspapers and use of social media.

13. Maintain the GMAVSG website and social media accounts.

14. Undertake general management responsibilities to ensure the good running of the charity.
Write Annual Report

Day-to-day management of the budget in liaison with the Treasurer on behalf of the Board of
Trustees including submitting gift aid claims

Day-to-day management of health and safety, including raising any concerns with the GMHC
Management Committee about risks or hazards affecting GMAVSG workers or Trustees, and
ensuring that any incident which falls within RIDDOR 2013 Regulations is reported to the
Chairperson of the GMHC Management Committee (or to another member of the Management
Committee in their absence) who will then report this to the appropriate authority.

15. Liaise and cooperate with the GMHC Coordinator on mutual aspects of work.
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Person Specification

(Qualities/Skills/Experience)

Applicants will be short-listed on the following specifications and should refer to them in their
application.

ESSENTIAL CRITERIA
Recent experience of providing welfare rights advice and information

Experience of working with older people with health problems who may be in distress,
terminally ill or who are adjusting to major changes in their lives

Up to date understanding of disability, carer, and bereavement benefits

Ability to communicate clearly orally and in writing

Ability to plan case load and maintain records

Ability to work within a small team and on own initiative

Willingness to travel throughout Greater Manchester, and some of the neighbouring
areas of Cheshire, Derbyshire and Lancashire, and occasionally elsewhere. Practically
this means being a car driver and having access to use of a car for visits.

Basic ICT skills (Microsoft Word, Access, Outlook, Excel, Teams and Zoom)

Willingness to learn about asbestos health and safety law and the law relating to civil
compensation, and to keep up-to-date with this by attending seminars, training, briefing
sessions.

Willingness to play an active role in campaigning

Capacity to relate to people from a range of backgrounds with ease and sensitivity

Experience of liaison with external agencies

Willingness and ability to work independently from home. In practice, this means having
reliable mobile reception, a reliable broadband connection, and space to work at home.
Mobile telephone and a computer will be provided.

DESIRABLE CRITERIA
Knowledge of health and safety at work

Knowledge of industrial injuries benefits and civil compensation

Understanding and experience of trade union activity

Involvement in campaigning (national, local, community groups, political, environmental,
etc) including media work

Management or leadership experience

Charity sector experience (as volunteer, employee, trustee)
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Contractual / Employment Issues — Summary*

The legal employer is Greater Manchester Hazards Centre Ltd; the work is for the Greater
Manchester Asbestos Victims Support Group, which has charitable status and is governed by a
Board of Trustees. Accountability is to the GMAVSG Board of Trustees, via written and verbal
reports. A GMHC Management Committee member sits on the GMAVSG Board of Trustees,
effecting liaison between the two bodies.

1. Working Hours

Full-time, 5 days a week / 35 hours a week. Pro rata for part-time / job share. It may include
some evening and/or weekend work. No overtime will be paid, but time off in lieu will be given.
The working pattern is 7 hours a day, 5 days a week, Monday to Friday. You will need to be
available for work within core hours of 9.30am to 4pm. Lunch breaks are unpaid.

2. Salary
Full-time salary of £41,962 per annum. Pro rata for part-time / job share. Salaries are normally
uprated annually (from April) at least in line with inflation.

3. Holidays
Five weeks (25 days) plus official public holidays (8 days). Pro rata for part-time / job share.

4. Sick Leave

During the first year of employment there is one month’s full pay and one month’s half pay; in
the second year of employment, two months’ full pay and two months’ half pay; after two years
employment, three months’ full pay and three months’ half pay.

5. Maternity and Paternity / Partner Leave and Pay
This will be according to statutory provision.

6. Special Leave
There is provision for special leave, compassionate leave, dependant care leave by agreement
with the GMHC Management Committee and the GMAVSG Trustees.

7. Travel and Subsistence Expenses
Actual expenses by bus and train; car allowance of 45p per mile. Meals will be paid for at
reasonable cost when working away from Greater Manchester.

8. Pension

There is a pension scheme, run by the government approved NEST organisation. Current
contributions are 3% of gross salary from the employer and 5% of gross salary from the
employee.

9. Trade Union Membership
All employees are expected to join an appropriate trade union.

10. Equal Opportunities
We attempt to be an equal opportunities employer, and expect all employees to comply with our
Equality Policy.

*Detail of the full terms and conditions of employment are available upon request. The
successful applicant will receive a personalised copy on appointment.



