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JOB DESCRIPTION

Role 
	Job Title:

	Independence at Home Administrator

	Accountable To: 
	Independence at Home Manager


Terms & Conditions

	Grade:
	Operation & Business Support 1 (OBS1)

	FTE Salary:
	£23,492 per annum



	Hours:
	16 per week (further hours may become available pending the outcome of a funding application)



	Place of Work:
	Age UK Devon, 1 Manaton Court, Matford Business Park, Exeter, EX2 8PF 



	Contract Type:
	1-year fixed term contract 

(potential for permanent extension thereafter)



	Annual Leave:
	During first year of service: 28 days (20 days holiday + 8 bank holidays)

Over 2 years’ service: 29 days (21 days holiday + 8 bank holidays)

Over 3 years’ service: 30 days (22 days holiday + 8 bank holidays)

Over 4 years’ service: 31 days (23 days holiday + 8 bank holidays)

Over 5 years’ service: 32 days (24 days holiday + 8 bank holidays)



	Pension:
	An Auto-Enrolment Pension Scheme is in place with a 3% contribution from the employer, provided it is matched by a 5% contribution from the employee.



	Benefits:
	BUPA Employee Assistance Programme

The Blue Light Discount Card  

Age UK Discounts Portal provided by Aon 

Tickets for Good 


Overview
This is a new and exciting role with Age UK Devon which our Independence at Home workstream which oversees two Age UK Devon chargeable services: Enabling & Home Support and Foot Care.  

Based at our office in Exeter, you will be employed on a Fixed Term Contract, to provide both administrative support to our Independence at Home team and provide holiday cover for our Home Support Assistants across Teignbridge and East & Mid Devon. 
This role would suit a dynamic individual who seeks variety and enjoys no two days being the same. You need to be able to adapt from being a calm, amiable and professional support to our clients, to operating in a busy office environment.
Job Purpose
The job purpose involves delivering the Enabling & Home Support Service directly to clients when their Home Support Assistant is unavailable to work, ensuring that clients receive a high-quality professional service. Additionally, the role requires undertaking various administrative and marketing tasks as directed by the Independence at Home Manager. 
Key Responsibilities 
Enabling & Home Support Service Delivery  

· Conduct client visits to cover Home Support Assistants absences.  Visits vary but can include:
· Household tasks for clients e.g., vacuuming, dusting, cleaning bathrooms, kitchens, laundry, ironing, washing floors and other surfaces and spring cleaning.
· Support to clients to organise and attend appointments or social activities.
· Undertaking light shopping for, or with, clients.
· Assisting clients with household administrative tasks, e.g., filing paperwork.
· Planning and preparing light meals for clients.
· Report any concerns relating to the well-being of the clients to the Independence at Home Manager.
· Manage allocated visits via the Field Service App on the Age UK Devon smartphone provided.

Administration and Marketing Tasks
· Office based support may involve (but is not limited to):

· Undertaking relevant research.
· Assisting with marketing services, employment and volunteering opportunities.
· Posting agreed social media content.
· Telephoning clients to confirm appointments.

· Taking and triaging telephone calls.

· Recording client interactions on our CRM system (Salesforce).
· Support out in the field may involve (but is not limited to):

· Distributing posters and other advertising materials in agreed areas.
· Visiting community venues to assess appropriateness for Age UK Devon activities.
· Attending job fairs and other community events to promoting Age UK Devon’s services and activities, including Independence at Home services.
 
Quality and Monitoring  
· Always wear the provided Age UK Devon branded clothing (polo shirt & hoodie) and photo ID name badge during allocated work.
· Encourage the views of clients to inform current and future service provision.

Other  

· Ensure that all work is carried out in accordance with Age UK Devon’s policies and procedures. 

 

· Liaise with other Age UK Devon staff to ensure clients receive all other necessary services and support. 

 

· Undertake any other reasonable and relevant duties appropriate to the role. 

Personal Development
· Complete the mandatory employment induction including Communicating with Older People and Recognising Self Neglect training. 
· Complete the mandatory e-learning modules during the probationary period and annually thereafter.
· Participate in one-to-one support sessions with the Independence at Home Manager.
Age UK Devon’s Values
Our values underpin how we work and help us achieve our mission.

· We support older people in Devon to take positive action to improve their lives, independence and wellbeing.

· We provide clear expert quality assured information, advice and support to help older people make informed choices about their lives.

· We embrace the diversity of our clients, staff and volunteers; and we listen to and value all contributions.

· We promote and enable active and fulfilling later lives.

· We encourage meaningful social connections to tackle loneliness and isolation.

Additional Information
Age UK Devon is an Equal Opportunities employer and positively encourages applications from suitably qualified and eligible candidates, regardless of age, sex, race, disability, sexual orientation, gender reassignment, religion or belief, marital/civil partnership status, or pregnancy and maternity. 

Age UK Devon is committed to safeguarding adults at risk from abuse and neglect. We expect everyone who works with us to share this commitment.

This job description is a guide to the general duties required of the post holder.  The duties and responsibilities may vary from time to time and the job description may be changed at any time with the agreement of the postholder. Such variations are a common occurrence and would not justify the re-evaluation of a post.

PERSON SPECIFICATION
	Education & Qualifications
	Essential
	Desirable

	5 GCSEs including Maths & English at grade c or above (or equivalent).
	(
	

	
	
	

	Experience
	
	

	Undertaking household tasks.
	(
	

	Working with older people who need support.
	
	(

	Working in other people’s homes.
	
	(

	Working for a charity.
	
	(

	
	
	

	Knowledge & Skills
	
	

	Understanding of the health & social issues affecting older people.
	(
	

	Awareness of Age UK Devon’s services.
	
	(

	Knowledge of Devon’s voluntary and statutory sector organisations.
	
	(

	Excellent interpersonal, networking and communication skills.
	(
	

	Highly organised and able to plan and prioritise workload.
	(
	

	Sound judgement with good problem-solving abilities.
	(
	

	Ability to use a smartphone to operate a digital app and send/receive emails.
	(
	

	Computer literate
	(
	

	
	
	

	Other Requirements
	
	

	The legal right to work in the UK.
	(
	

	A valid driving licence and use of a motor vehicle insured for business use.
	(
	

	Willingness to continue professional training and development.
	(
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