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East Dunbartonshire Befriending Service
        Job Description – Befriending Service  Community [image: image2]
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Job Title:
East Dunbartonshire Befriending Service Community Link Worker 
Salary:



£24,479 pro rata 21 hours per week. 
Pension: 
6% of annual salary is contributed to the pension, which takes effect only after three months of employment with EDBS.
Holidays:
20 days’ annual leave (increasing to 25 after one year of service), plus 6 fixed public holidays (1st and 2nd January, Good Friday and Easter Monday, Christmas Day and Boxing Day) and six floating public holidays – based on full-time hours (pro rata for part-time)
Hours of Work:
21 hours (Monday – Wednesday), and from time to time, very occasional evenings and weekends may be required on a TOIL basis.
Probationary Period: 

Six months, with a review at six months.
Location:
East Dunbartonshire: Hybrid. Kirkintilloch office, in the field and at home.

Working with:
Befriending Service Manager, Senior Community Link Worker, Community Link Workers, Admin Officer, and Lunch Club Co-Ordinator
Line Manager:


East Dunbartonshire Befriending Service Manager
Screening:
The Befriending Service is committed to ensuring the safety of vulnerable people, and our recruitment process is designed to support this. 
The post-holder will be subject to assessment for eligibility for membership of the Protection of Vulnerable Groups Scheme. Confirmation of appointment will be conditional on the satisfactory outcome of this process and two satisfactory references.
Purpose of Post:                  
The post-holder will work within the East Dunbartonshire Befriending Service, providing social contact and inclusion through volunteers to vulnerable socially isolated adults 18+ who have been referred to the service and reside in East Dunbartonshire. This will be either telephone, one-to-one, or group methods of befriending. You will assist in supporting carefully recruited, selected and trained volunteer befrienders.
Outcomes of the Service: 
East Dunbartonshire Befriending Service provides services to increase the social connectedness of its service-users; reduce the isolation and loneliness of its service-users, and ensure that its volunteers have access to high-quality volunteering. 

The above post is based in Kirkintilloch but works across the whole of East Dunbartonshire. Travel across East Dunbartonshire and working out of the office will be required.  
Suitability:
This role would suit an individual who seeks a work-life balance. Who values job satisfaction and the reward from helping people flourish, gain confidence and experience the joy befriending can give. 
Overview:
The job description will be supported by objectives agreed in consultation between the Befriending Service Manager and the Board of Trustees. This job description may need to be revised according to the priorities of the current workload, organisational needs and funding.  This review will be agreed by the Board, Service Manager and post-holder.
Specific Duties:
1. To work towards the successful outcomes of East Dunbartonshire’s Befriending Service as agreed by the Befriending Service Manager and Board of Trustees.
2. To recruit volunteers to the Befriending Service, and support the matching process of volunteers with clients. 

3. To conduct and process referrals to the Befriending Service, including home visits, risk assessments and telephone assessments as required.

4. To conduct assessment and screening processes to ensure that the Befriending Service is suitable for potential and existing clients
5. To conduct 6-monthly reviews with service users to ensure that they are receiving a high-quality service, and that their needs are being met. 

6. To conduct 6-monthly support and supervision sessions, and ongoing support where required with active volunteers to ensure that their volunteer experience with the service is safe, appropriate, meaningful and of a high quality. 

7. To assist with the organisation of Befriending Service events, outings and other social activities, including and not limited to liaising with Volunteers and Befriendees.
8. To signpost and link clients and volunteers to other appropriate services or opportunities in their communities
9. To record accurately, in accordance with legislation and EDBS policies and procedures, meaningful information on volunteer and service-user records and other appropriate paperwork relating to service-user referrals, assessments of needs, matching and screening processes, volunteer recruitment and volunteer journeys, and other interactions with stakeholders.  
10. To assist with the gathering of regular feedback from those receiving services for reporting and monitoring and evaluation purposes and statistical information
11. To contribute to the Befriending Service Newsletter
General Duties:

12. To attend EDBS team and case-management meetings, performance and support sessions, and complete staff timesheets, case files, and other relevant paperwork, such as work plans, to a high standard. 

13. To adhere to EDBS policies and safeguards around the protection of vulnerable adults.
14. To work collaboratively as part of the EDBS staff team towards the aims and objectives of the organisation as a whole and assist with general office duties in the absence of other members of staff.

15. To undertake any other duties that might reasonably be required, which are in line with the post, in agreement between the post-holder and the Befriending Service Manager.

EDBS Befriending Service Community Link Worker Person Specification: 

	Essential
	Desirable


	Experience & qualifications 
1. Relevant work experience within befriending/social care sector for adults
2. Experience in working with service users/ families/ carers, other statutory/voluntary health & social care organisations 
3. Working knowledge of agencies working in the field of vulnerable adults 
4. Experience of working on operational work plans, including monitoring and self-evaluation frameworks, meeting targets

5. Experience of carrying out person-centred social needs assessments


	1. Understanding the volunteer experience in a community setting
2. An awareness of, and commitment to promoting, the benefits of befriending and volunteering
3. Knowledge of the national/local policy context and initiatives that impact on befriending 


	Motivation & outlook
1. Strong commitment to the aims of EDBS 
2. Strong commitment to inclusion and equal opportunities

3. Willingness to undertake training as required 

	1. Strong commitment to the Third Sector values and principles


	Skills & aptitude

1. Excellent communication skills
2. Capacity to work in both formal and informal settings

3. Competent in the use of IT packages, e.g. Teams, Microsoft Word and Excel
4. Ability to work towards and achieve deadlines

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


	1. Ability to communicate with service users and stakeholders, and handle issues in a competent and professional manner



	Personal qualities

1. Excellent people skills and networking abilities

2. Ability to work independently, proactively and collaboratively

3. Excellent team player

	


EDBS is a Scottish Charitable Organisation (SCIO). Registered Scottish Charity No. SCO51503
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