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ROLE DESCRIPTION

Access Barnsley Assistant
Purpose of the Role:
    To provide administration tasks and support to staff members in the effective running of the mobility scooter and wheelchair hire service.
Main Tasks:
· Completing and Updating the database for the hire of scooters
· Completing the relevant forms to register new members and daily hire agreements
· Booking scooters and wheelchairs in and out

· Training new members on the use of the scooter
· Photocopying and filing
· Collating and recording information as required
· Checking the scooters on return

Requirements:

· General knowledge in IT skills
· Good communications skills.  
· You need to be well organised 

· Smart appearance.
· Commitment to the policies of Age UK Barnsley, particularly those relating to Equal Opportunities and Confidentiality

Hours of Work:

 Hours are to suit 9.30am to 1.30pm 





 Tuesday 
Responsible to:
 The managers of the service
Location:


 Eldon Street, Barnsley 

Training:


 Use of scooters
