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CONNEX COMMUNITY SUPPORT
Job Description: Assistant Coordinator (Readycall Service) 

	This Description issued:
	September 2024

	Duration
	Permanent (subject to funding)

	Hours 
	24 hours per week (worked across Tuesday to Friday)

	Salary
	FTE £24,294, actual salary £15,758 per annum

	Probationary Period
	3 months

	Based at
	Connex’s office in Ashbourne 

	Area Covered
	Derbyshire Dales

	Reporting to
	Readycall Service Manager 



Purpose
The Readycall Service provides social contact and practical support to older people in the Derbyshire Dales, helping to reduce loneliness and isolation and building resilience to help people to be able to retain their independence for longer. 
Working closely with the Readycall Service Manager and the Readycall Service Coordinators, the Assistant Coordinator will assist with the day-to-day running of the Readycall service and contribute to its development within the Derbyshire Dales. 
Duties & Responsibilities
1. Assist with the organising and resourcing of appropriate support options for Readycall service users.
2. Assist with the planning, administration and delivery of a range of social activities that help increase social contact for older, vulnerable people in the Derbyshire Dales.
3. Assist with the development of new service offers that respond to the needs of service users, including intergenerational activities.
4. Act as first line contact for service user enquiries signposting them to the most relevant support and handing over tasks to a Service Coordinator as required. 
5. Support with the monitoring and reviewing of support provided to service users, including the implementation of relevant actions 
6. Assist with the completion of risk assessments related to the potential support for service users and implementing the identified actions for risk mitigation.
7. Support the matching of volunteers to service users, according to their needs, time preferences and skills as well as the monitoring of the ongoing relationship.
8. Assist with the recruitment, training and support of Readycall volunteers to deliver support for service users.
9. Ensure that service user and volunteer data is processed and recorded as required and in line with agreed procedures.
10. Assist with the design, preparation and distribution of promotional material to raise awareness of the Readycall service.
11. Assist with newsletters and communications to service users and volunteers.
12. Assist with the collation and review of quarterly or annual service user and volunteer feedback to demonstrate outcomes and quality of service.
13. Support the processing of service users’ shopping and volunteer expenses or other simple financial transactions in line with the required processes.
14. Work with other team members to update processes and ensure best practice across work areas and locations. 
15. Provide general support to the work of the Connex Dales team including administrative cover on the Volunteer Car Scheme, handling day-to-day phone, email and office enquiries relating to Readycall or Connex Community Support’s other services.
16. Assist with the development and delivery of materials or activities to attract new volunteers, service users or funding for Readycall and Connex Community Support. 
17. Comply with the organisation’s policies, procedures and relevant statutory requirements.
18. Carry out any other appropriate duties as may be required from time to time.


Person Specification: Assistant Coordinator (Readycall Service)

Essential Qualities
A team player with very good interpersonal skills.
Patience and empathy for the needs and expectations of vulnerable people, most of whom older or affected by a long-term health condition
Calmness and ability to identify the right support options for people in need
Non-judgemental disposition and commitment to principle of confidentiality
Enjoyment of working with volunteers and ability to excite others to help vulnerable people 
Very good listening, verbal and written communication skills.
Very good command of common Microsoft Office applications such as Word and Outlook as well as video conferencing applications (Microsoft Teams and Zoom)
Ability to work confidently with databases
Able to take initiative and instruction, organise time effectively and handle conflicting work pressures 
Current clean driving licence and ongoing access to a vehicle or appropriate alternative transport for work purposes

Desirable Qualities
Experience of working with a diverse range of individuals and organisations
Experience of working within the voluntary sector
Experience of working with a database system
Awareness of statutory requirements relevant to the services provided by CCS.

Flexibility
We are a small team and therefore expect our staff to be versatile in their approach to tasks. We will consider requests for flexible working in balance with business needs.  

Disclosure and Barring Service Certificate
All staff are required to hold a certificate of enhanced disclosure issued by the Disclosure and Barring Service because of the nature of our work. CCS will apply for a new enhanced disclosure certificate on your behalf.  We will not be able to confirm your appointment until a disclosure certificate has been issued and reviewed.
