CONNEX COMMUNITY SUPPORT
Job Title: 
Services Support Officer (Readycall Macmillan)
	This Description issued on:
	6th July 2021

	Duration
	Temporary until 31st March 2022, (initially)

	Hours 
	25 hours over 5 days (ideally, but other hours considered)

	Probationary Period
	3 months

	Based at
	Connex Community Support offices, Ashbourne

	Area Covered
	Derbyshire Dales

	Reporting to
	Readycall Macmillan Coordinator (Southern Dales)


Purpose

To maintain and support the Readycall Macmillan befriending, shopping and practical support services.  To provide general office and administrative support to the Dales team. 

Duties & Responsibilities

1. Provide general administrative support for the Dales Readycall team, recording data onto our dedicated database and highlighting significant information.
2. Provide general reception duties, handling day-to-day phone, email and office enquiries relating primarily to Readycall, but including other Connex Community Support (CCS) services.
3. Assist the Coordinator with face-to-face client reviews as required.
4. Ensure records of income are kept in accordance with auditing requirements.

5. Process petty cash spreadsheet entries and ensure all donation income is banked promptly.

6. Process volunteer expenses claims and shopping invoices for payment.
7. Monitor shopping invoice payments and follow up as appropriate

8. Assist with the coordination of group activities.
9. Be the prime contact overseeing the Southern Dales intergenerational volunteering project.
10. Be the prime contact overseeing the hire & monitoring of wheelchairs from the office.

11. Assist in the recruitment, training and support of the work of volunteers.

12. Pass service user referral details to coordinators

13. Monitor and review the ongoing support provided to service users.

14. Monitor and review the ongoing experience for volunteers.

15. Assist with promotional activities to attract new service users, volunteers and funders.

16. Collate and maintain statistics and computer data relating to service users and volunteers, if required.
17. Assist with progress reports and service evaluations for funding agencies, statutory bodies and the Management Board, if required.
18. Assist with written and verbal reports to the Management Board, if required. 

19. Comply with CCS’s policies and other statutory requirements.

20. Work alongside volunteers in the office.

21. Provide emergency and/or holiday cover for other CCS staff and carry out any other duties as may be required from time to time.

Person Specification: Services Support Officer (Readycall Macmillan)
1. Essential Qualities

1.1 A team player with good interpersonal skills.

1.2 Computer literate, including knowledge and practical experience of Windows 10, Microsoft Word, Outlook and Excel.

1.3 Good listening, written and oral communication skills.

1.4 Ability to deal with members of the public.

1.5 Able to work on own initiative and handle conflicting work pressures.

1.6 Pleasant and helpful manner.

1.7 Must respect confidentiality for both client and volunteer information.

2. Desirable Qualities

2.1 Knowledge and practical experience of: 

a) Microsoft Publisher.
b) Zoom/ Microsoft Teams

2.2 An understanding and empathy with rural issues.

2.3 An understanding and empathy with a diverse client group.
2.4 An awareness of the statutory requirements relevant to the services provided by CCS.
2.5 Current driving licence and access to car.
3. Flexibility
3.1 We expect any individual to be prepared to work flexibly as we are a small team and need to ensure that we provide cover through core office working hours.  We are as flexible as we can be over the timing of each staff member’s hours, within the constraints imposed by the services that we provide.

4. Disclosure and Barring Service Certificate
4.1 The direct services operated by CCS work with elderly, disabled and vulnerable people. From time to time, we are also requested to support families with children. We therefore require all staff to obtain a certificate of enhanced disclosure issued by the Disclosure and Barring Service. 

4.2 If your application to this post is successful, and you do not currently hold a certificate, CCS can assist you in obtaining one. However we cannot confirm your appointment until a disclosure certificate has been issued.

