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	Post Title
	MARAC Admin Worker

	Salary Scale/Hours
	£23,740, FTE 35 hours

	Contract Type
	Fixed Term – 1 year (extended subject to funding), 21 hours per week

	Reporting Base
	(will operate across North &South Lanarkshire) 


Reporting line:




Organisational Purpose:

Women’s Aid South Lanarkshire & East Renfrewshire (WASLER) is a voluntary organisation providing Refuge accommodation, support, information and advice to the women, children and young people of South Lanarkshire and East Renfrewshire who are currently experiencing, or have experienced, domestic abuse.  
Job Purpose:


The post holder is required to provide a full administrative and secretarial service for North and South MARACS whilst promoting safety, accountability, efficiency and effective communication between all agencies who attend MARAC.

MARAC (Multi Agency Risk Assessment Conference) is a regular meeting to discuss how to help victims at high risk of murder or serious harm.  The meeting is attended by domestic abuse specialists who discuss the victim, the family, the perpetrator and share information.  
Key duties and responsibilities:
1. To provide a comprehensive secretarial and administrative support including the use of IT packages and email to facilitate the smooth and effective running of the team.
2. To collect and collate referrals and produce all statistical information associated with this.
3. To effectively co-ordinate tasks associated with the referral process and the maintenance of the database supporting these activities. 
4. To collect, prioritise and distribute incoming and outgoing correspondence and telephone calls on behalf of the team and to initiate action where required to ensure relevant and timely responses.
5. To be the first point of contact and to liaise with agencies to maintain the satisfactory operation of the team.
6. To manage aspects of document retrieval, filing and maintain the data base therefore ensuring that standards of protocol and accuracy are achieved and accurate information available at all times.
7. Provide continuity of service delivery and efficient communication links with internal and external agencies.
8. The post holder is required to work as part of the team but also use their own initiative and flexibility in the daily decision making.
9. The post holder is required to work as part of the team within a Line Management structure and report any problems/difficulties/complaints to the HR & Business Team Manager or CEO and participate in any follow up investigation.
10. Operate within WASLER’s Child Protection and Adult Protection processes and reporting to statutory agencies.
11. Support and participate in the continuous improvement of the service. 
12. Work to WASLER policies and procedures including ensuring all health & safety processes are followed.  
13. Actively participate in personal and team development including attending support and supervision, team meetings, training and appraisals.  
14. Any other aspect commensurate with the role and as requested by the HR & Business Team Manager and/or CEO.  
General Information:

1. This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975.  It will be necessary for a Disclosure to be made to Disclosure Scotland for details of any previous criminal convictions.

2. We can only accept applications from women under Schedule 9 (Part 1) of the Equality Act 2010.

Updated: September 2023

PERSON SPECIFICATION

	JOB TITLE
	SALARY

	MARAC Admin Worker
	 £23,740, 35 Hours
Grade 7-10 £23,740-£26,704


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS

	
	Essential
	Desirable

	EXPERIENCE
	· Experience of working within a multi-agency project.
· Experience of maintaining records
· Minimum of 2 years experience within secretarial/administrative role.


	· Experience of working in the field of domestic abuse

· Experience and knowledge of MARAC.

	SKILLS AND ABILITIES
	· Excellent time management and organisational skills, including the ability to work under pressure and meet tight deadlines.
· Excellent oral and written communication skills.
· Proven ability to maintain confidentiality and be discreet at all times.
· Ability to build relationships with individuals at all levels of organisations.
· Self-starter with the ability to use initiative and judgement in dealing with colleagues and partner agencies without direct supervision.
· Excellent WORD, EXCEL and database skills in order to produce high quality documentation at all times.
	· Ability to analyse data 

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Educated to HNC level/SVQ3 and/or have extensive professional experience
· A knowledge and understanding of the gendered analysis of domestic abuse.


	

	OTHER REQUIREMENTS
	· A commitment to improving the response to domestic abuse.
· Strong team player with outstanding communication and interpersonal skills both in written and oral form

 
	

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities

· Knowledge of equality and diversity in terms of best practice and current trends in legislation
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