Age UK Wandsworth 

Befriending Plus Service Coordinator
Job Description

Job Title: 
Befriending Plus Service Coordinator

Hours:

28 hrs p/wk
Contract:
until 31st March 2021, in the first instance
Salary: 
£28,206 pro-rata
Reports to:
Better at Home Leader 
Purpose of Job:

To be responsible for the delivery of Age UK Wandsworth’s “Befriending Plus” Service. This pilot project, commissioned by the Council, works with older housebound and isolated people, who are living alone or as carers aged over 60 in the London Borough of Wandsworth. 
The service seeks to alleviate loneliness and social isolation and create practical support for older people by matching them with volunteer visitors for companionship and practical help. The volunteers visit for a specified time each week and also help the older people to access other relevant statutory and voluntary organisations and services.
COVID19 has delayed the start of this project, so we are looking for a self-starting coordinator, who will be able to get this project up and running, ready for the lifting of lockdown.
Main Duties and responsibilities

1. Be responsible for the delivery and day to day management of the Befriending Plus Service. 
2. Take appropriate referrals from the Council, acknowledge referrals and visit the older people in their homes. During these visits carry out assessments and create a support plan in consultation with the person, and signpost and refer to other appropriate services.
3. Liaise with other Age UK Wandsworth staff to promote this new service and recruit at least 50 new volunteers.
4. Recruit and interview new volunteers and then when DBS checks are completed and satisfactory, provide induction training to volunteers, match volunteers and arrange placements with older people in the borough who wish to be visited.
5. Provide regular and on-going support for all volunteers and ensure they comply with Age UK Wandsworth’s policies and procedures. Ensure that volunteers receive access to and complete suitable additional training offered by the Council/CCG.
6. Build a working knowledge of local and national resources, including relevant services and activities that are relevant to the service’s client group and ensure clients are aware of the services that are appropriate for them.
7. Liaise with the designated social care staff who will be making the initial referrals to the service and then update them on the progress of the support as required.
8. Act as an intermediary between the clients, volunteers and social care staff, where appropriate, to ensure effective processes.
Monitoring and evaluation

9. Develop and maintain effective recording and monitoring systems, ensuring all paperwork relating to the client is up to date and available for monitoring and reporting purposes.
10. Collate monitoring data and ensure volunteers provide regular updates on their activity.
11. Prepare reports as required for internal and external purposes.
12. Implement client feedback systems.
13. Review and monitor the service with the aim of improving the quality, flexibility, responsiveness and effectiveness of the scheme.  

14. Carry out an evaluation of the project with service users and volunteers and write up the findings and/or case studies as required.

General

15. Work within Age UK Wandsworth’s policies and procedures, ensuring these are carried out in relation to the job. 
16. Travel independently around the London Borough of Wandsworth to attend home visits, meetings and any relevant events.

17. Undertake clerical or administrative duties and responsibilities as appropriate to the role or as requested by the Line Manager.

18. Undertake other general duties in connection with the general work as may be deemed necessary by Age UK Wandsworth.

19. To attend monthly staff meetings and undergo regular supervision and training.
This job description will be reviewed on a regular basis and may be subject to change. The post may involve occasional evening or weekend work, for which time off in lieu can be claimed, as agreed by Line Manager.
Befriending Plus Service Coordinator
Person Specification
ESSENTIALS

Knowledge & Experience

1. Experience of successfully establishing a new project/service.

2. Experience of working with older people.
3. Experience of being a volunteer oneself.
4. Broad understanding of issues affecting older people, particularly in an area such as Wandsworth.
5. Experience of recruiting, training and working with volunteers.
6. Experience of supporting and managing performance of volunteers or staff.
Skills & Abilities

7. Ability to organise, prioritise and plan work including managing change and working under own initiative.

8. Ability to independently manage a full workload and work to deadlines.
9. Ability to engage with a range of people from all sectors, including professionals and with individuals as required.
10. Ability to work collaboratively as part of a team.

11. Commitment to the principles of Equal Opportunities and Safeguarding.
12. Excellent communication skills, both oral and written should be sufficient to write letters, case studies and reports, etc, for the purposes of monitoring and evaluation.
13. IT skills in Windows and Excel. Experience of working with databases and of working in a networked environment.

14. A friendly, open personality, with an ability to communicate with a diverse range of people.
