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Action Against Stalking - Initial Response Officer (part-time) Vacancy

Action Against Stalking (AAS) was established as a charity in 2014 by its Founder/Chief Executive, Ann Moulds, following her successful Campaign Action Scotland Against Stalking, which led to the introduction of the ‘Offence of Stalking’, Section 39 Criminal Justice & Licensing (Scotland) Act 2010. The charity champions the voice of stalking victims, provides a free and specialised service to victims, engages with the communities to promote greater awareness and resilience, and contributes to national policies on stalking.

This is an exciting time to join AAS. We have been acknowledged in Scottish Parliament in 2020 for our achievements as the only stalking-specialised charity in Scotland. Our success has led to increased awareness and demand for our services, which has more than doubled in the past year. We have received additional funding from the Scottish Government and are expanding our unique and empowering Throughcare Service for victims of stalking. We are stepping up our prevention and community engagement to raise awareness and community resilience as a crucial part of early and effective intervention. 

AAS is recruiting an individual experienced in working with helpline for victims of crime.  We are looking for an Initial Response Officer who has a passion for promoting the interests and values of AAS; and who shares our commitment in championing the rights of victims of stalking. You will have a track-record of being a high-achiever; driving excellence; and making things happen. You have excellent communication and listening skills, are resilient and feel confident supporting people by telephone.  You are keen to bring your ideas and enthusiasm in supporting the continuous development and expansion of AAS. You have a track record of embracing equality, diversity and inclusion.  

This is a part-time post (17.5 hours per week delivered across 5 working days) and fixed-term post, funded till the end of June 2025. The post may develop and be extended, subject to securing continued recurring funding and satisfactory delivery of the Key Result Areas below. 

Please contact jo@humanatwork.co.uk for the application for the Information Pack and Application Form. For informal discussions prior to application, please contact Ann Moulds, AAS Founder and CE, Ann.Moulds@actionagainststalking.org .

Closing date for applications is Wednesday 10 August 2022 
Application is by both the completed AAS Application Form and a covering letter/statement on how the applicant’s experience and expertise match the role and person requirements.

Interviews will be held on Friday 19 August 2022 in AAS Office, Ayr
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JOB TITLE			Initial Response Officer

REPORTING TO		Throughcare Manager

WORKING RELATIONSHIPS:   CEO and Board of Trustees
AAS Founder                                                     
All colleagues in AAS 
                                                     Volunteers
                                                     External organisations as appropriate

DURATION:                                This is a fixed-term post funded up till end June 2025. The post may 
be developed or be extended, subject to securing recurring-funding and satisfactory delivery of Key Result Areas below.

HOURS:                	This is a part-time post based on 17.5 hours per week across 5 working days. Normal business working hours is 9.00 am to 5.00 pm Mondays to Fridays, including occasional evenings and weekends. Time worked each day is negotiable between 9.00 am and 5.00 pm. 
 SALARY:                                     £21,000 per annum full time (pro-rata for part-time post).

LOCATION:                                 The AAS office is based in Ayr. Hybrid working is an option subject to  
                                                      in-person attendance at AAS meetings and AAS events as required.
                                                   
PROBATION PERIOD:	              3 months

[bookmark: _Hlk69142949]HOLIDAY ENTITLEMENT:         Full-time employee holiday entitlement is 28 days holiday in each 
year April to March, and which includes 4 Public Holidays recognised by the Employer (pro-rata for part-time posts).


Action Against Stalking – Initial Response Officer
Role and Person Specification
	
A. ROLE SPECIFICATION	

Purpose of the role:
The Initial Response Officer is a key member of the Throughcare Service. The main purpose of the role is to provide first response to people who contact Action Against Stalking for advice, information or support on stalking. 

Dimensions 
The Initial Response Officer has responsibility for the day-to-day operation of the AAS Throughcare Helpline and other communication channels. They will follow the AAS Triage Protocol in gathering essential information, enabling the Throughcare Manager to allocate clients to the professionals in the Throughcare Service. Where appropriate, they may provide information and signpost enquirers to other agencies. This role requires a clear focus on ethical delivery, best practice, and quality assurance.

They will provide administration support to the Throughcare Manager, Practitioners and Therapists, so that the Service operates effectively and efficiently, makes continuous improvements and accounts performance to the AAS Board and relevant Committee(s).

This Role Specification underpins the Strategic Objectives of AAS. The Key Result Areas below are not a definitive list of tasks, rather, it is designed to give an overview of the job.  It is envisaged that the post holder will use their own initiative and develop the job so that the overall aims of AAS are achieved and that continuous improvements are made to victim support. 

Key Result Areas

1. Effective operation of the initial response function, ensuring delivery of a high-quality, responsive, multi-agency and consistent service to victims of stalking, including:
· Monitoring AAS emails, social media sites, telephone calls and voice messages for new enquiries and referrals.
· Working to the AAS Triage Protocol, responding to initial contact by telephone with people who have experienced stalking, collecting the basic relevant details, adding, and updating information onto the AAS data Base. 
· Assessing their immediate needs, providing any information or guidance required and appropriate, ensuring the correct information is made available for the Throughcare Manager to triage to the Throughcare Practitioners and Therapists.
· Ensuring that accurate and timely records are kept on all enquiries.
· Monitoring client demand for the helpline. 

2. Supporting effective delivery of the Throughcare Service, including:
· Providing administrative support to the Throughcare Manager, Practitioners and Therapists.
· Assisting with production of monthly monitoring reports for submission to the Prevention, Support and Advocacy Committee.
· Contributing to grant and other funder monitoring reports.

3. Ensuring sound governance in the operation of the initial response function, including: 
· Contributing to regular Throughcare Service reviews with the aim of ensuring effective delivery of the service and continuous improvements.
· Maintaining accurate, complete and confidential records of all work undertaken in a timely way, in accordance with the Service’s policy and procedures, and Key Performance Indicators, and in compliance with Data Protection Act and GDPR. 
· Attending Throughcare Service meetings.

4. Ensuring best professional practice, including:
· Delivering the initial response function which adheres to high service standards, ensuring compliance with relevant legislation and regulations, including safeguarding of children and adult; and all AAS policies and procedures.
· Committing to Continuous Professional Development (CPD) - proactively keep up-to-date and develop appropriate knowledge and skills


The post-holder will be required to hold current membership of the PVG Scheme.
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	Essential Criteria

	Experience 
· Working with Helpline for victims of crime or trauma.
· High education standards or equivalent. 
· Experience in developing and maintaining databases.
· Substantial administrative experience. 
· Discretion and understanding of confidentiality issues. 

	Skills and Abilities 
· Excellent written and verbal communication skills. 
· Excellent organisational skills with proven ability to manage a wide range of tasks and heavy workload, and within agreed timeframes.
· Computer literate with excellent Microsoft Office software skills. 
· Problem solver. 
· Thorough attention to detail. 
· Able to communicate complex and sensitive issues with ease while understanding the communication styles of differing audiences. 

	Knowledge
· Understanding the issues around stalking.
· Good working knowledge of this sector, law-enforcement and criminal justice system, primarily in Scotland.
· Understanding of the impact of the crime.

	Personal Qualities 
· Interest in championing the rights of victims.
· Promotion of interests and values of AAS.
· Track record of embracing equality, diversity and inclusion.  
· Knowledge of and interest in the issues around stalking.
· A commitment to social justice, inclusivity, and diversity in every area of work. 
· A commitment to promoting excellence in the delivery of our service.
· A professional manner and ability to attend to people in an efficient and courteous way.
· Highly motivated and ambitious for AAS to reach its objectives
· Strives for excellence.
· A self-starter with an ability to work very independently as well as part of a team.
· Willingness to work flexibly. 
· Track record of continuous professional development. 

	Desirable Criteria

	· Personal experience of working and delivering set objectives within the charity sector. 
· Current member of relevant professional body. 
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