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JOB DESCRIPTION

	Post Title
	Community Connectors Programme: 
Client Liaison Officer

	Hours
	Full time – 32 hours 

	Salary  
	Points 26 - £26,105 annual salary

	Responsible to      
	Senior CLO  

	Term
	Permanent

	Location
	GCVS Office/ Home working


Main Purpose of the Job

The Community Connectors programme is being delivered in partnership with the Glasgow & West of Scotland Housing Forum, working alongside local and citywide organisations to strengthen information links between the Third Sector, older people, carers and statutory services.  The Service is delivered in three locality sectors within Glasgow and staff operate from a partner Housing Association based in the community.

The programme is funded by Glasgow’s Health and Social Care Integrated Care Fund.  

Working collaboratively with the Community Connector Practitioner, the post holder will support the efficient running of the service by providing general administrative support to the programme team. This will include communication with partners and stakeholders and maintaining schedules of meetings, events and activities.  The post holder will also have day to day contact with older people and their carers.

The programme administrator will disseminate and maintain information and databases and provide accurate and up-to-date financial record keeping and assist with events that are organised by the Community Connectors Programme team.
KEY RELATIONSHIPS

· One to one relationship with older people and their carers including individuals who are in vulnerable situations 

· Third sector and community organisations

· Local authorities and Health services

MAIN TASKS AND RESPONSIBILITIES

Programme Administration – to provide a comprehensive administrative service including:
· To liaise with and field enquiries from older people, the voluntary sector, local authority, NHS to co-ordinate joint meetings and relevant paperwork.
· To co-ordinate and organise meetings with delivery partners and other stakeholders, including practitioner diary management.
· To make introductory calls to newly referred older people or carers, introduce the service, answer any questions and schedule appointments with practitioners.
· To carry out actions which support the practitioner in their role e.g., processing onward referrals, following-up where necessary and keeping older people update on progress.
· To monitor and schedule periodic reviews for older people as well as progress updates to referrers at appropriate times.
· To field enquiries from older people looking to discuss their case, providing assistance where possible and updating practitioners where appropriate.
· To build and maintain effective working relationships with local third sector and statutory partners.
· To maintain an up to date, working knowledge of local third sector and statutory services.
· To assist the area practitioner with onward referrals to services and supports.
· To assist the area practitioner with research and problem solving to find suitable support, services and activities.
· Any other tasks as requested by the programme management team.

Financial Record Keeping - to maintain accurate and up to date financial processes in accordance with financial regulations including:
· Collating expense claims for payment

Excellent organisational skills and a commitment to a resourceful approach are necessary, as well as excellent communication skills. Ability to work as part of team and to work on your own initiative will be required.
Additional Information:

· It is the nature of work at GCVS that task and responsibilities in many circumstances are unpredictable and varied.

· All employees are therefore expected to work in a flexible way when the occasion arises so those tasks, which are not specifically covered in their job description, are undertaken. 

· These additional duties will normally be compatible with the regular type of work required by the post. 

· If the additional responsibility or tasks become a regular or frequent part of the employee’s job, it will be included in the job description in consultation with the employee.  
· All GCVS employees are expected to practice and promote equitable, accessible and non-discriminatory approach to work at all times.  
Health and Safety
Everyone in this organisation has a responsibility to ensure his or her own safety and that of others. Employees must report immediately to their Line Manager any breaches of Health & Safety procedures, any accidents or safety related incidents and any unsafe acts.

PERSON SPECIFICATION

POST TITLE:  Community Connectors Programme Client Liaison Officer

Essential skills for this post

· Experience of general office administration, including use of IT.
· Excellent organisational and planning skills.
· Excellent oral and written communication skills.
· Up-to-date, IT skills in the use of Microsoft Office suite, including Word, Outlook, PowerPoint, Excel and experience of using database software. 
· Willingness to learn new skills and a flexible approach.
· An excellent ability to build rapport and work with people from a wide range of backgrounds 

· Ability to prioritise workload and competing demands
· Flexible approach to working hours with occasional additional hours 

· Ability to work effectively as part of a team and on own initiative.

· Ability to work unsupervised and on own initiative.

· Ability to use online resources to research and problem solve.

Desirable

· Experience of programme administration. 
· Experience of working in the voluntary sector.
· Experience of working in primary care.
· Knowledge and experience of working with older people, with an understanding of the issues and challenges, which they experience.

Employment Conditions

The following terms and conditions are typically offered to GCVS staff on fixed term and permanent contracts, and are set out here for your information only.  Terms and conditions may vary according to circumstances and this summary does not form part of any subsequent employment contract.

· Reduced Working week – 32 hours full time.
· Annual leave entitlement: 28 days per annum.  13.5 fixed public holidays. Pro rata for Part time employees. 

· Paid sickness absence entitlement during first year of service is 4 weeks at full pay and 4 weeks at half pay, based on contractual hours and calculated on a rolling basis.  This entitlement increases with service.

· References will be sought from previous employers prior to appointment.

Probationary period:
3 months with a review at 3 months. During the first 3 months the contract may be terminated with 1 weeks’ notice, thereafter it will be 4 weeks.

Pension:
Contributory pension through Pension Trust 

GCVS contributes 8% salary on condition the member of staff contributes at least 4%. This can be joined on completion of three months employment. Life Assurance when joining the pension: 3 times your salary payable on death in service.

Flexi time; 
GCVS operates a flexi-time system.  Any additional hours or evening work required will be recompensed via flexi-time. GCVS is committed to Work-Life Balance.
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