Job description

Job title:

Service Delivery Assistant
Department:

Victim Support Dorset
Reporting to:
Victim Services Manager
Responsible for:
NA
____________________________________________________________________

1. Purpose of the job

To provide support to the designated line manager and those designated by the line manager in accordance with Victim Support’s National standards and local policies and procedures.
2. Main duties and tasks
· Maintain computerised case management database and manual records in accordance with relevant internal and external policies, procedures and legislation

· Receipt of victim self and third-party referrals, recording them on the database accordingly

· Deal with general telephone and reception enquiries, which will include contact with victims 
· As appropriate to liaise with other organisations and agencies on behalf of victims

· Provide general administrative support.  Tasks may include (but are not limited to):-

· Maintenance of volunteer records

· Providing accurate verbal and written information 

· Typing and taking of minutes, letters and reports

· Purchasing of office supplies

· Assist with the recruitment of volunteers, including supporting interviews as required
· Assist with raising purchase orders using the Agresso system
· Checking volunteer expense returns and inputting volunteer hours onto the collation spreadsheet

· Administration of standard risk DV client intake/exit data  

· Assist and supply information and correspondence to internal and external contacts in accordance with required deadlines

· As required, assist operational staff who deliver promotional events to produce course materials and with course management e.g. booking venues

· Assist in raising awareness of Victim Support, provide support to fundraising activity and take part in local fundraising events

· Deal with incoming and outgoing mail appropriately

3. Generic responsibilities

· Manage personal resources and own professional development

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

· Promote a health and safety culture within the workplace, observe all health and safety rules and procedures and all attend training courses as required
· It is essential that 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
· Undertake any other duties as required
4. Travel
· There will be a rare requirement for travel
5. Unsocial Hours
· There no requirement to work unsocial hours
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 entailed.
Person specification

Job Title:
Service Delivery Assistant
Department:  Victim Support 
____________________________________________________________________

Over six months experience of:

1. Knowledge and Experience
Essential


· Experience of working in an Administrative role (s)

· Undertaking, implementing and maintaining efficient administrative systems 

· Understanding and knowledge of the requirement for confidentiality and safe working practice and maintenance of files in accordance with the Data Protection Act and other legal requirements 
· Understanding and knowledge of an active commitment to promoting equal opportunities and diversity 

2. Skills and abilities
Essential


· Extensive experience of utilising IT including case management systems/databases, Word, Excel, internet/ email (s)
· Ability to work within a busy office environment, prioritise own workload and deal with competing demands in an organised manner (s)
· Ability to communicate sensitively and effectively both verbally and in writing with a wide range of people service including service users (s)
· Ability to promote the work of Victim Support
· To recognise own strengths and weaknesses

· Value and support others

(S) = shortlisting criteria
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