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Job Title: Assistant Development Worker 
Responsible to: Manager
Purpose of Post
To provide high-quality administrative and development support to the organisation, ensuring the effective delivery of advocacy services and events.
This is primarily an administrative and coordination role with some involvement in supporting delivery activities. The post-holder will have direct contact with vulnerable adults and will carry out duties in line with safeguarding requirements, confidentiality, and person-centred practice.

Key Responsibilities
1. Administrative and Coordination Support
· Provide efficient administrative support to ensure the smooth day-to-day running of the organisation.
· Maintain accurate, confidential, and up-to-date records of referrals, service users, and Citizen Advocates in line with GDPR and organisational procedures.
· Coordinate meetings, prepare documentation, and manage communications as required.
· Support the tracking and coordination of advocacy matches and related activity.
· Assist in the preparation of reports and documentation for internal use and external stakeholders, including funders.
· Act as a first point of contact for the organisation by answering telephone, email, and mail enquiries, responding to queries appropriately, and ensuring accurate records of all interactions are maintained in line with GDPR and organisational procedures.
· Assist with financial administration duties as required.

2. Support to the Organisation’s Work
· Provide practical and administrative support to enable the effective delivery of advocacy services.
· Assist in the organisation and delivery of training, briefings, and support sessions for Citizen Advocates.
· Support effective communication between the organisation, volunteers, and partner organisations.
· Contribute to maintaining positive working relationships with statutory, voluntary, and community partners.
· Communicate with other support organisations as required to support the effective delivery of services.
· Assist with the creation and scheduling of social media posts as required to support the organisation’s communication and awareness-raising activity.
· Provide occasional support to Development Workers at weekly group sessions or other events, where required, as part of wider administrative and coordination duties.

3. Events and Promotional Activity
· Support the planning, coordination, and delivery of events, presentations, and awareness-raising activities.
· Assist in the preparation of promotional materials and event resources.
· [bookmark: _Int_srMgelkH]Coordinate event logistics, including venues, attendance records, and materials.
· Represent the organisation at events and activities where appropriate.

4. Engagement with Vulnerable Adults
· Engage with vulnerable adults in a professional, respectful, and person-centred manner.
· Support staff in meetings and activities involving service users.
· Assist in gathering relevant information to support individual planning, under supervision.
· Always maintain appropriate professional boundaries.
· Ensure all interactions are carried out in line with organisational safeguarding policies and procedures and relevant Scottish safeguarding legislation, including the Adult Support and Protection (Scotland) Act 2007.

5. Monitoring, Evaluation and Compliance
· Support the collection, recording, and storage of data in line with GDPR and organisational policies.
· Assist in the preparation of progress reports for the Manager and funding bodies.
· Ensure all work is carried out in line with organisational policies, safeguarding procedures, and Scottish charity regulation (OSCR requirements).
· Contribute to evaluation activities, audits, and continuous improvement processes.

General Responsibilities
· Work under the direction of, and report directly to, the Manager.
· [bookmark: _Int_RGgvP2yT]Undertake other reasonable duties as required to support the effective delivery of the organisation’s work, and any other duties reasonably expected of the post-holder.
· Work flexibly, including occasional evenings and weekends, with time off in lieu provided.
· Promote equality, diversity, and inclusion in all aspects of the role.

Safeguarding and Professional Standards
· Adhere to all organisational safeguarding policies and procedures relating to vulnerable adults.
· Maintain confidentiality and handle all personal data in line with GDPR.
· Always follow appropriate information-sharing procedures.
· Work in a manner consistent with the values and standards of the organisation and the wider Scottish voluntary sector.

Note
This job description outlines the main responsibilities of the role and is not exhaustive. Duties may be reviewed and amended in line with the needs of the organisation.
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