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Job Description
Job title:


Operational Support Worker
Responsible to:

Board of trustees
Primary Job Purpose:
To provide operational support to the work of Society Inc. 
Salary:
£9 per hour.
Hours:
Part time position 25 hours per week.
Key Responsibilities and Accountabilities:
1. To provide operational support to Society Inc as required for the development of the service.

2. To promote the work of Society Inc and network with other professionals and services. 
3. To promote the work of Society Inc through use of the local media, further education providers, voluntary organisations, community groups, community centres and local business.
4. To support volunteers; ensuring their safety and welfare are paramount. To ensure compliance with health and safety procedures.
5. To identify opportunities for volunteers to contribute to the delivery of Society Inc services. 
6. To conduct administration pertaining to volunteer DBS checks and risk assessments. To follow Safeguarding Policy and Legislation as required.
7. To assess, risk assess and support clients of Society Inc to engage with their matched volunteer.

8. To support volunteers of Society Inc, in line with our Volunteering Policy.

9. To ensure volunteers are provided with training, suitable to the needs of the project/activity they are supporting.
10. To provide group support for volunteers on a regular basis.
11. To collect and maintain appropriate information relating to the work of Society Inc.
12. To be responsible for a small petty cash float, submitting expenditure in line with Society Inc financial procedures.

13. To provide written/verbal feedback on a quarterly basis to the Board of Trustees.
14. To be committed to equal opportunity principles and to comply with Society Inc policies and procedures relating to equal opportunities.

15. To maintain confidentiality of all information and records relating to the work of Society Inc.
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Person Specification

Operational Support Worker
The post-holder should be able to demonstrate that they have the skills and experience in each of the following areas:

Essential requirements specific to this post:

1. Practical experience of supporting volunteers.

2. Previous experience of working with individuals and groups at risk, such as, individuals affected by poverty, substance misuse and mental health.

3. Knowledge of the key issues in the area of Little Hulton, understanding of the challenges that the local community endure.
4. To be able to form good working relationships with volunteers, clients and key stakeholders.
5. Previous experience of working in a restorative manner, utilising principles of restorative practice.
6. Experience of monitoring and evaluation.

7. Knowledge and experience of reviewing and recording outcomes for clients and volunteers.
8. Ability to attend meetings and conduct yourself in a professional manner to further the work of Society Inc.
9. To be able to prepare and present both written and verbal reports.

10. To be able to plan and organise your own workload and manage your time and to work autonomously.
11. To be able to set up and maintain appropriate systems for the management and accurate recording of your work.

12. To be competent in the use of IT packages (Microsoft Word, Excel and email).
13. To have the ability to effectively work with people regardless of their ethnic, cultural, social backgrounds, their gender, age, religious belief, disability and sexual orientation.
Desirable requirements specific to this post:
1. Experience of working in a health or social care setting.
2. Previous experience of mentoring. Knowledge and understanding of mentoring and befriending interventions.
3. To hold a full driving licence and have access to a vehicle as required.
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