Job description

Job title:

Victim Care Officer (VCO)
Department:

VCU
Reporting to:

Victim Care Unit Team Leader
____________________________________________________________________

Purpose of the job
1. Undertake comprehensive assessments of victims needs and commission a range of services to support identified needs

2. Refer on to other agencies and contract approved service suppliers to deliver services to victims in line with agreed procedures and direct referrals to an appropriate colleague to allocate a Victim Support worker

3. Ensure that victims identified service needs are met satisfactorily.

Main duties
1. Contact victims by telephone to improve and maintain rates of successful direct contact made and provide up-to-date and relevant information to victims

2. Carry out a service needs assessment following agreed processes and timescales

3. Identify service needs, record the results of the assessment and provide a tailored response to each victim’s needs

4. Facilitate the delivery of identified needs by referral on to another appropriate service on behalf of the victim using agreed processes, or by directing referrals to an appropriate colleague to allocate a Victim Support worker

5. Manage victim’s immediate service needs, where necessary.

6. Contribute towards risk assessment processes

7. As service develops, 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

8. Undertake follow-up contact using agreed processes to check that the service has been delivered appropriately or if there are any new service needs

9. Alert a line manager to any problems that cannot be readily resolved

10. Record all contacts with victims securely, and in accordance with procedures for monitoring and evaluation purposes

11. Develop productive working relationships with colleagues and stakeholders

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

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

14. Comply with legal, regulatory, ethical and social requirements

Generic responsibilities

1. Develop productive working relationships with colleagues and stakeholders

2. Develop a culture and systems that promote equality and value diversity 

3. Promote a health and safety culture within the workplace 

4. Manage personal resources and own professional development
5. Support Regional Fundraising efforts
6. All information must be maintained in accordance with the Data Protection Act

7. Undertake other activities as required 

Travel
1. Travel may occasionally be required
Unsocial Hours
1. Able to work flexibly including evenings and weekends
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.
Date:
23/09/10



Person specification

Job Title:
Victim Care Officer (VCO)
Department:  VCU
____________________________________________________________________

Knowledge and Experience
Essential
1. Experience of delivering a service in a statutory, voluntary, community or private social care setting (s)
2. Working to agreed standards and procedures (s)
Desirable

1. Knowledge of relevant local agencies and resources

2. Appreciation of the importance of confidentiality and safe working practice

3. Diversity issues and principles

4. Understanding of the impact of crime

Skills and abilities
Essential
1. Communicate effectively, verbally and in written form, including telephone skills (s)
2. Deal sensitively with challenging and emotionally charged situations, demonstrate empathy and control own emotions (s)

3. Computer literate with good typing skills (s)

4. Able to work flexibly, including some evenings and weekends (s)

Desirable

1. Promote Victim Support’s interests and values 
2. Demonstrate strong customer services focus 

3. Balance competing needs and interests

4. Work collaboratively as part of a team

5. Problem solve 
6. Manage work in a professional way while meeting targets and deadlines

7. Know when to seek line management support

8. Maintain secure and accurate records, and produce reports on data collected for monitoring and evaluation purposes

9. Become proficient, with appropriate training, in the use of relevant telecommunications and information technology
10. Undertake administrative duties commensurate with the post, for example dealing with correspondence, appointments, telephone enquiries, implementing service referral processes and service level agreements.
(s) =  Shortlisting Critera 
(6)
Indicate which level is required for the post 
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