
Job description

Job title:


Victims Services Initial Response Officer
Service Area / Function:
Victims Services in Gloucestershire
Job Location:


To be advised
Reporting to:


Initial Response Team Leader
Responsible for:

Victims Assessment 
____________________________________________________________________

1 Purpose of the job 
Undertake comprehensive assessments of victims needs and associated risks by phone and commission a range of services to support the identified needs.
2 Main responsibilities 
Performance

· Ensure that Victim Support’s national standards and procedures are observed, particularly those relating to safe practice, confidentiality and information sharing

· Provide information  and signposting to victims and member of the public as required

· Comply with legal, regulatory, ethical and social requirements
· To provide administrative support to the service and the designated line manager in accordance with Victim Support’s National standards and local policies and procedures

· To demonstrate positive behaviours which reflect our policies and values

· Record all contact with victims securely, and in accordance with procedures for monitoring and evaluation purposes

Change, Challenge and Improvement 

· Participate in supporting new areas of work, interventions and methodologies which develop and improve services to victims of crime which meet individual needs.
· Identify service promotion opportunities to encourage victims to take up appropriate support 

Managing People & Teamwork

· Develop productive working relationships with colleagues and stakeholders

· Liaise with appropriate Victim Support colleagues to contribute to the effective running of the service

3 Tasks 
· Direct referrals to an appropriate Victim Support colleague for support or where appropriate refer on to other agencies and contract approved service suppliers to deliver services to victims in line with agreed procedures 

· Contribute towards risk assessment processes including identifying safeguarding concerns

· Use safe contact methods with all victims respecting confidentiality, follow agreed processes for contacting victims of sexual violence, domestic violence, people bereaved by homicide and young people and children
· Manage incoming, outgoing mail and telephone queries
· Provide general administrative support using accurate verbal and written information 
· Assist and supply information and correspondence to internal and external contacts in accordance with required deadlines
4 Generic responsibilities

Learning, Development and Training 

· Renew and enhance direct report team skills and maintain own professional development.
Equality, Diversity and Inclusion

· Ensure all duties are carried out in a manner which promotes Victim Support’s equality, diversity and inclusion policies.
Health, Safety & Environment 

· Promote a health and safety culture, observe all health and safety rules and procedures and complete training courses, as required.
Data Protection


· Ensure that essential information of a sensitive and/or personal nature is not disclosed to, or discussed with, inappropriate persons and that all information is maintained in accordance with the Data Protection Act.
Other Duties

· Undertake any other duties as required.
5

Key Deliverables – Measures of success

· Provision of effective and high quality Victims Services in line with the service delivery agreement 
· Ensure service delivery standards are maintained at all times

· Achievements of objectives as defined in annual performance review
6 Travel

· Travel may occasionally be required be required to meet the needs of victims and to fulfil the role. There may also be a need for occasional travel outside of the contract area to meet the demands of the role and for training or staff meetings
7 Unsocial Hours

· Able to work flexibly including evenings and weekends in order to meet the demands of the role.  
This job description serves to illustrate the type and scope of the role and to provide an indication of the required level and breadth of responsibility. 
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