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Mearns Kirk Helping Hands
Job Description: Project Support Worker (Part Time)
Key Duties:
· To work alongside the existing staff and volunteer team to support delivery of group activities aimed at reducing isolation and loneliness and improving wellbeing.
· To provide practical support for groups and activities, including: taking bookings, supporting volunteers during group delivery, ensuring attendance registers are completed, cash handling, and overseeing set up and clear down of rooms being used by groups.
· To assist with the promotion of the work of Mearns Kirk Helping Hands, ensuring that the hardest to reach individuals are aware of the activities and supports we offer.  This to be achieved via traditional means (posters, mail outs, advertisements etc) and via our website and social media.
· To support the wider work of Mearns Kirk Helping Hands by assisting with the organisation and delivery of fundraising activities and events.
· To undertake any training identified via the support and supervision process.
· To gain a sound understanding of all activities undertaken by Mearns Kirk Helping Hands and to build good working relationships with the team of volunteers.
· To carry out any other reasonable duties as requested by the Project Manager or Board of Trustees.
· To work in line with all Mearns Kirk Helping Hands Policies, Procedures and Guidelines and to ensure these are implemented appropriately.

Essential Skills/ Experience
· Excellent communication and interpersonal skills.
· Ability to work on own initiative within the defined parameters of the role, as well as working as part of a team.
· Good time management and the ability to prioritise.
· IT skills including use of email, word processing, social media, and data input.
· Accurate record keeping abilities.
· Experience of providing support to older/ vulnerable people.
· Experience of working alongside volunteers as part of a team.
· This role will require membership of the PVG Scheme.
Desirable Skills/ Experience
· SVQ Level 2 (or above) in Health and Social Care or similar.
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