Job Description

Job title:

Service Delivery Assistant 
Function:
           Young Witness Service (YWS) Sussex
Reporting to:
Service Delivery Manager of YWS Sussex
Purpose of the job 
Main responsibilities 

Provision of general administrative support to the YWS Sussex

Assist and maintain manual and computerised systems and records in accordance with relevant internal and external policies, procedures and legislation 

Assist and supply information and correspondence to internal and external contacts in accordance with required deadline

Ensure up-to-date, accurate and timely verbal and written information is provided as required 

Ensure Victim Support processes relating to the Disclosure and Barring Service (DBS) are followed at all times and maintain an appropriate monitoring system 

Demonstrate positive behaviours which reflect our policies and values 

Change, Challenge and Improvement 

Participate in supporting new areas of work and development 

Managing People & Teamwork 
Develop productive working relationships with colleagues and Criminal Justice (CJ) stakeholders 

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

Work as part of a team to provide service delivery support 

Communicate appropriate information to all relevant parties in line with Data Protection Policies 

Provision of general office administration support including, but not limited to, photocopying, filing, data entry, answering emails and telephone calls 

Management of mail, telephone and general queries 

Assist YWS Manager with volunteer management and the maintenance of volunteer records 

Generic responsibilities

· Ensure all duties are carried out in a manner which promotes Victim Support’s equality and diversity policies

· Promote a health and safety culture within the workplace, observing all health and safety rules and procedures and all attend training courses as required

· Ensure that essential information of a sensitive or personal nature is not disclosed to or discussed with inappropriate persons 

· Ensure all information is maintained in accordance with the Data Protection Act
· Manage personal resources and own professional development
· Undertake other duties, commensurate with the post, as required
This job description serves to illustrate the type and scope of the duties currently required for the above post and to provide an indication of the required level of responsibility. It is not a comprehensive or exclusive list and duties may be varied from time to time, they will not however change the general character of the job or the level of responsibility entail
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