[image: image1.png]bositivé help




SC008382

Job Description: Adult Services Co-ordinator
Positive Help provides practical help to people affected by HIV and Hepatitis C (HCV) in Edinburgh and the Lothians.  With over 30 years experience we are helping to reduce the transmission rate of HIV/HCV by removing barriers to treatment and support. Our small staff team work alongside and manage our trained volunteers who deliver the services.  
The Adult Services Co-ordinator (AS Co-ordinator) will provide supervision and guidance to our volunteer teams along with delivering support to individuals living with HIV/HCV. The role has responsibility for developing and delivering Positive Help’s Supportive Transport and Home Support projects to adults in need. The AS Co-ordinator is also involved with recruiting and training volunteers for all services working in partnership with other staff members. .
Location: Positive Help office, George Street, Edinburgh
Salary:  £23–25,000  per annum
Hours: Full time (35 Hours/week)

The AS Co-ordinator’s main duties will be:
Service User Referral and Support
· To follow the referral process for new adult service users including discussing details on the phone with service users, family members and professionals.

· To meet with new and current service users in their own home to discuss their requirements and to build a relationship with them.
· To create and update support plans for service users

· To ensure service users have the correct on-going support in place and that relationships are managed. 
Service Delivery 
· To coordinate the daily delivery of services listed below:
· Supportive Transport Service: Co-ordinating/creating driving schedules in association with office volunteers/other staff, contacting driving volunteers, booking cars and communicating with service users regarding transport.

· Home Support Service: carrying out initial assessments with service users in their homes and putting in place support agreements. Meeting individual volunteers, and leads of corporate/student groups to identify what they can offer. Matching volunteers/groups with client requests and making all arrangements for the sessions/project. Ensuring all equipment is in safe, working order and volunteers are appropriately trained and supported.
· To keep up-to-date records of volunteer availability in order to anticipate any difficulties in the ability to deliver the services and to deliver services in the event of volunteer absences.

· To address practical changes, problems or difficulties encountered by volunteers in the course of their volunteering.
· To maintain and update records on service users and volunteers.

· To keep accurate records of all requests for services and their outcomes.
· To monitor services and ensure they are fully evaluated from the organisation’s, volunteers’ and service users’ perspective.
· To be familiar with and adhere to annual budgets for the services.
· To assist the Manager with any other tasks relating to service provision when required.
Volunteer Coordination

· To select and manage a diverse range of volunteers through the Positive Help recruitment process

· To ensure all adult service volunteers are PVG checked.

· To lead/co-facilitate training, and share knowledge and skills with volunteers directly or to organise other facilitators to lead training sessions in an active and engaging way.

· To develop volunteer training where required with the Manager.
· To carry out regular support and supervision with adult services volunteers, to celebrate successes and to encourage and value volunteers.

· To ensure effective volunteer engagement and feedback arrangements so that volunteers’ experiences improve the quality and efficiency of the services.  

· To ensure as best as possible the safety and well-being of volunteers.
· To respond to any safeguarding concerns; demonstrating an understanding of, and complying to, Positive Help’s safeguarding policy and ensuring volunteers adhere to this also.
Events

· To lead/support Volunteer thank you events and meetings.
· To support the Fundraiser/Manager with fundraising events as required.

· To support whole organisation events e.g. AGM
General

· To deputise for the Manager as required.

· To assist with line-managing Social Work, Nursing and other students on placement.
· To maintain an awareness of local HIV and HCV trends, changes in the needs of service users and the overall demand for services and work with the Manager to enable the organisation to adapt accordingly.

· To gather monthly statistics. 

· To develop the adult services further to broaden the scope of service provision.

· To share responsibility for being a key-holder to the office.
· To share responsibility of out-of–hours mobile/contact system.
· To be flexible to meeting the changing needs of service users, services and the organisation when required.
Accountability

The AS Co-ordinator will be accountable to the Manager of Positive Help.
Hours: The hours will be 35 per week.  This will include occasional weekend or evening work when required, for which time will be given in lieu in agreement with the Manager.
Holidays: 35 days including public holidays allowance. 
Person specification – Adult Services Coordinator
Essential
· Experience of volunteer co-ordination, staff management, recruitment or similar 
· Experience of the voluntary, community or social care setting or similar
· Ability to build and maintain positive working relationships with service users, colleagues, volunteers, partner organisations. 
· Ability to lead, engage, motivate and inspire volunteers and stakeholders 
· Empathy with the needs of people affected directly or indirectly by HIV and Hepatitis C and commitment to the aims and objectives of Positive Help

· Able to work with minimal supervision, manage a diverse and demanding workload and use initiative to solve problems

· Understanding of the importance of confidentiality, boundaries, and safe working practices.

· Good communication skills and ability to adapt communication style appropriately.

· .

· Ability to gather and analyse information and evidence from different sources to evaluate the organisation’s work.

· Full driving license

· Proficient in the use of Microsoft Word, Excel, PowerPoint, Outlook and other IT applications.

Desirable
· Experience of facilitating training sessions

· Knowledge of issues facing the charity and voluntary sector and volunteers.

· Knowledge of issues affecting those living with HIV and Hepatitis C.

· Knowledge of using Salesforce CRM or similar system
· Knowledge of the principles of risk assessment and management
· Experience of collaborative working with local agencies, community groups and project participants

· Understanding of diversity and anti-discriminatory practices 
All appointments will be subject to two satisfactory references and a PVG check. 

