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	Glasgow Council on Alcohol

2nd Floor, 14 North Claremont Street

Glasgow G3 7LE

0141  1800


JOB DESCRIPTION

JOB TITLE:  

Befriending Co-ordinator
Salary: 

£23,661 per annum (pro rata)
Hours: 

Part Time - 21 hours per week. 

(This is a 12-month fixed term post)
Flexible working, part-time hours, or job-sharing arrangements will be considered for the right candidate.

GCA deliver services over 6 days per week 
MAIN FUNCTION/RESPONSIBILITY
The Befriending Co-ordinator will be responsible for the day to day planning, co-ordination and delivery of a befriending service to support survivors who access GCA’s wellbeing services across Glasgow and are most at risk from addictions, homelessness, social isolation and poverty. The service will recruit and train volunteer befrienders to provide support and encouragement for individuals who use GCA’s wellbeing services, however struggle to stay engaged.
Reporting Relationships
The Befriending Co-ordinator reports to the Clients Service Manager 
Management Accountability
None
Key Result Areas
1. Lead in the planning, co-ordination and delivery of a one-to-one volunteer befriending service
2. Responsibility for recruitment, interviewing and selection process of volunteer befrienders.

3. Co-ordinate all recruitment, induction and training of volunteers.
4. Responsibility for supervision and managing a team of volunteers. 

5. Work with GCA staff to deliver the volunteer befriending training programme.
6. Support the Wellbeing Services staff with referrals to the befriending service and identify the client’s person centred needs i.e. 1-1 support and group programmes.
7. Complete relevant risk assessments and reviews of client’s needs.
8. Appropriately match volunteers to clients and ensure they deliver focused interventions, with regular reviews.

9. Provide regular updates and reports to the Client Services Manager.

10. Ensure volunteers understand and adhere to safe lone working policies and procedures.

11. Provide ongoing support, monitoring and guidance to volunteer befrienders throughout the match.
12. Provide group and 1-1 supervision of volunteers.

13. Facilitate a high standard of training, induction, and ongoing communication for volunteers.

14. Support the volunteer befrienders to identify what clients would like to achieve and to create a person-centred goal/activity plan.
15. Carry out regular support & supervision meetings with volunteer befrienders and ensure regular communication is maintained.
16. Ensure that the safety and welfare of individuals are protected in accordance with GCA’s safeguarding policies and procedures.
17. Liaise with other agencies and practitioners to ensure a holistic approach for all clients receiving the service.
18. Work flexibly including some evenings and weekends to meet the needs of the service.
19. Participate in team meetings, regular support, supervision and training.
General

1. Manage key worker responsibilities for a caseload of service users.
2. Maintain case records and other records in accordance with the project funder’s guidelines, procedures and protocols and GCA guidelines and procedures.
3. Work to deadlines and ensure reports are up to date.
4. Work as part of the team and contribute to its development.
5. Ensure effective, efficient and economic use of resources.
6. Keep up-to-date with current thinking and best practice in the alcohol and drug field and apply this to the development of the service.

7. Work closely with other Teams to ensure effective communication and integration of the service.
8. Ensure that best evidence and best practice is applied within the service at all times.
9. Answer telephone and written enquiries and provide information and advice in accordance with GCA guidelines, procedures and protocols.
10. Carry out any other duties as required.
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PERSON SPECIFICATION

BEFRIENDING CO-ORDINATOR
E = Essential

D = Desirable.
	SKILLS AND QUALITIES
	

	· Excellent communication skills and the ability to network well with others

· Ability to build good working relationships with vulnerable people

· Demonstrable commitment to the ethos of helping people to help themselves

· Excellent planning and organisational skills

· Ability to work on own initiative

· Experience of using a user-led approach to service delivery and development

· Time Management
· Good written and verbal communication
	E

E

E

E

E

E

E

E

	· Interpersonal Skills
	E

	· Service promotion 
	E

	· Team building

· Presentation Skills 
	E
     E

	· Facilitation Skills   
EXPERIENCE OF
	E


	· Working in a community setting
	E

	· Issues around social care
· Developing and delivering group work programmes
	D
D

	· Working in the addictions field
	D

	· Developing strong partnerships 
	E

	· Involving service users
	E

	· Developing relevant resources 
	D 

	
	

	KNOWLEDGE OF
	

	· Issues related to alcohol problems
	D

	· Social model of health

· Trauma-informed approach

· Recovery approach

PERSONAL ATTRIBUTES
	D
D
D


	· Proactive
	E

	· Self-directed
	E

	· Empathic
	E

	· Non-judgemental
	E


Befriending Co-ordinator JD and PS


