CACE - BEFRIENDING AND VOLUNTEER SERVICE SUPPORT WORKER 
Job Description and Person Specification
Reports to: Befriending Co-ordinator
Job Purpose: To support the coordinators in the provision of the befriending and volunteering service providing administrative and practical support to the service and to work with the coordinators in the development of the service with marketing and developing sustainability.  
MAIN TASKS:
· Update and maintain Befriending/Volunteer Records, database input, ensuring that information is up to date and accurate.
· Provide support calls to people awaiting a befriending match as and when required
· [bookmark: _GoBack]Monitor service delivery, assisting coordinators in the preparation and creation of service evaluation reports, ensuring befriender reports are received, including regular feedback from befrienders and befriendees.
· Support volunteer recruitment events including planning and delivering events.
· Undertake other general duties as may be required which are consistent with the duties and responsibility of the post or which are deemed necessary by CACE.
· Ensure compliance with CACE policies and procedures
MANAGING RELATIONSHIPS
· Promote the work of the service and CACE 
· Develop and sustain links with other organisations.
· Attend and participate in meetings as appropriate
· Maintain the principle of confidentiality and equal opportunity in all aspects of the work.





PERSON SPECIFICATION

· ESSENTIAL

· Experience of working with older people and/or vulnerable adults
· Understanding of the experiences of older people
· Understanding of need for confidentiality
· Excellent telephone, verbal, and written communication skills
· Non-judgemental empathic approach
· Ability to work with a wide variety of people at all levels
· Ability to be self-administering in terms of IT, including Microsoft Office and email systems
· Ability to work on own initiative and as part of a team
· Ability to set priorities and manage a workload while remaining responsive to events
· Ability to maintain accurate records and statistics and produce reports
· Flexible attitude to the demands of the post and the needs of the organisation
· Motivation and enthusiasm

DESIRABLE
· Experience of delivering support services
· Experience of befriending or mentoring service
· Experience of promoting a service
· Experience of developing strong partnerships and joint working arrangements with other organisations
· Personal experience of volunteering
· Good understanding of the diverse needs of Older People
· Understanding of boundaries in regard to befriending/volunteering
· Knowledge of mainstream health, social care, support and advice agencies across North Lanarkshire.
