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	Job Description

	Job Title:   Women’s Aid General Assistant

	Core Purpose of Job 
	To provide practical support & assistance to NAWA Team – ensuring Service Users benefit from best service delivery possible.



	Organisational 
Position 





	
Board of Directors 





Chief Officer





Finance /Admin
Service Managers





Womens Aid Worker 
General Assistant 


	

North Ayrshire Women’s Aid are looking to recruit a General Assistant to provide support & assistance to our team working with women experiencing domestic abuse.  

Ideally the candidate will have experience working in a Domestic Environment and be confident in practical skills to include DIY, manual handling awareness and have an organised approach to tasks.

North Ayrshire Women’s Aid is a feminist organisation and strives to be a supportive and empowering employer offering competitive terms and conditions. 
Membership of Protection of Vulnerable Groups (PVG) Scheme is a requirement for this post. 

Women need only apply under Schedule 9 (part 1) of the Equality Act 2010




Key Activities  

1. General Cleaning duties with the main office area. 
2. Ensure all necessary maintenance work in both the office and the refuges gets carried out within an appropriate timescale either by the post holder or a suitable outside contractor. Liaise with contractors to arrange access.
3. Overseeing the cyclical and planned maintenance tasks & organise appropriate arrangements. 
4. Take responsibility for doing minor domestic DIY tasks within NAWA properties.
5. Liaise with & support the NAWA Team in preparing refuge properties in advance of occupation, ensuring the refuges are to a required standard and stocked with necessities prior to their arrival.
6. Support service users, to include the moving & handling of items - such as personal belongings going between refuge and new home, and to include transporting by vehicle where required.  
7. Support key staff with familiarising new occupants with all appliances e.g.: washing machine, heating system and H&S and Fire requirements.
8. Maintain, check & place orders of the inventory for all accommodation properties to include furnishings, bedding, and general household items.
9. Respond sensitively to women; deal with their requests for maintenance and replacements and to signpost any non-maintenance related queries to the appropriate worker.
10. Help to maintain stock register and support the maintenance of inventories. 
11. Maintain the stockroom & storage areas, keeping both organised and easily accessible. 
12. Support with collection and allocation of donations.
13. Requirement to work out-with normal working hours on occasions.
14. It is a requirement of the post that the post holder holds a full driving license with the ability to include business use, with access to own car preferable, although company vehicle could be accessed if required. Please note, applicants who do not meet this criteria will not be shortlisted.

NB: This list is not exhaustive but an indicator of the key tasks. 



	Authority Levels  

	
Financial
	
In accordance with the relevant policy in operation at the time. 


	Staff 
	In accordance with the relevant policy in operation at the time. 


	Registration 
	Overall authority for registration issues sits with registered manager for the organisation. 


	Accountability 

	
Freedom to act
	Post holder must meet the agreed objectives for their area of work, and contribute to overall organisational objectives, reporting progress regularly to Manager. 


	
Risk Management 
	Post holder has a significant profile as a representative of NAWA who is required to interact with external agencies/organisations on behalf of NAWA.


	Level of Problem Solving 
	Post holder may be required to provide solutions in complex situations balancing that requirement with the practical issues of delivering quality assured services. 


	Communication 

	Subject complexity and expertise 

	Post holder will require to assist, as appropriate, in the review of NAWA’S policies and procedures and external practice guidance.


	Contact inside and outside the organisation 
	Post holder will provide sound and persuasive information to staff at all levels and Board members as required on complex issues within their specialist area. The post holder will contribute to the development of team strategies to meet changing needs in relation to organisation and its service provision. 


	Contact outside the organisation 
	Post holder will consult, influence, and advise as required, at an appropriate level on a wide range of issues with funders, sister organisations and other agencies who interact with the women and children using NAWA services. This may include other practitioners and colleagues in similar organisations. 
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