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Mearns Kirk Helping Hands
Job Description: Befriending Coordinator (Part Time, 17.5 hours p/w)
Key Duties:
· To ensure that Mearns Kirk Helping Hands Befriending Services (Befriending Project for Older People, Dementia Befriending) are promoted widely and using a variety of methods to ensure those who would most benefit from the services have access to them.
· To have responsibility for the induction, ongoing support, motivation, and retention of befriending volunteers.
· To be the first point of contact for all beneficiary referrals into the Project.  To ensure all referrals are fully completed by the referring agency, gathering any additional information if required.
· To carry out assessments with beneficiaries who, at referral stage, pass the criteria for acceptance into the relevant service.  To provide accurate information to the wider team based on assessment findings.
· To provide ongoing support to beneficiaries, volunteers and carers once matches have been made, including regular scheduled “check ins” at defined points in the befriending relationship.
· To manage the ending of befriending relationships appropriately and sensitively.
· To maintain robust monitoring and assessment systems, providing evidence of impact of Befriending Services for both beneficiaries and volunteers involved.
· To effectively maintain all records associated with Befriending Services on SharePoint.
· To ensure all relevant MKHH Policies, Procedures and Guidelines are followed and implemented appropriately.

Relevant Skills
· A good understanding of befriending and the befriending relationship.
· 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 (Office) and data sharing applications (SharePoint, Excel).
· Accurate record keeping abilities.
· Good understanding of safeguarding and management of safeguarding issues.
· The ability to carry out all duties in line with Mearns Kirk Helping Hands policies, procedures and ethos.

Experience: Essential
· Experience of developing and promoting a service to a targeted group.
· Experience of working with volunteers.
· Experience of working with older people, particularly those who might be considered vulnerable.
· Knowledge of ways in which dementia can impact on those with a diagnosis and their families/ unpaid carers, either through direct experience or relevant training.
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