Classification: Public

Job Profile

JOB TITLE: Services Worker, CACE
REPORTS TO:  Leadership Team
RESPONSIBLE FOR: Delivering a range of services to our service users

JOB OVERVIEW: 
· To assist with the organisation and delivery of CACE’s Daycare services and groups.
· To keep accurate and up to date records of work
· To collate information relating to services as required
· [bookmark: _GoBack]Any other duties that may be required.

Key Accountabilities and Activities
Service Excellence
· Deliver well run services that make a proven positive impact on participants
· Promote the aims and objectives of CACE
· Undertake training and participation in relevant networks 
· Undertake such duties as may be required by CACE’s Board that are consistent with the overall aims of the post. 

Delivery of Services
· Provide effective delivery of the Daycare Services and Groups.
· Ensure robust record keeping and data collection 
· Engage with, develop and manage relationships with service users, volunteers and staff
· To follow risk management procedures relevant to activities.
· Able to work alone and as part of a team

Information Management
· Ensure that record keeping is up to date and compliant with GDPR processes and stored securely on our database
· Collect accurate information to inform evaluation of services

Relationship Management
· Maintain effective relationships with key stakeholders (internal and external) to ensure a high level of service is maintained and contribute to the overall promotion of CACE and its services.








