Age UK Wandsworth
Handyperson Service Assistant
Job Description
Salary: £26,658 pro-rata (Point 25) 
Hours: 
9am-5pm, Mondays and Tuesdays
Contract length: Temporary, until 30 April 2020, in the first instance
Responsible to: Handyperson Service Co-ordinator
Location: Wandsworth

Main purpose of the job
· To organise jobs for the Handyperson Service, most of which will be via telephone
· To receive and enter client data on to the database and on to job sheets
· To provide effective support to the Handypersons when they are on jobs

Specific Objectives
Service Provision
· Respond promptly to telephone enquiries and personal visitors and to provide information about the Handyperson Services

· Make appointments for the Handypersons, ensuring that key safes and falls prevention jobs are carefully prioritised 

· Maintain customer records, monitor customer satisfaction and ensure that any complaints are dealt with promptly and reported to the Handyperson Service Co-ordinator or SLT
· Purchase equipment for the service, as required and instructed by the Handyperson Service Co-ordinator
· Collect money from the Handypersons, as required
· Ensure that leaflets, job sheets and other information about the Handyperson Service are kept up to date and that adequate supplies are kept

Recording data and reporting
· Maintain accurate records of customer details, work done and amount charged

· Ensure all relevant data is entered onto the database accurately and in a timely manner
General matters
· Take clear messages from callers, and where necessary, forward to the appropriate staff member

· Liaise with and refer to other Age UK Wandsworth staff as appropriate

· Attend training courses, as appropriate

· Be responsible for all administration in connection with the post

· Carry out such other duties as may be required which are consistent with the duties and responsibilities of the post.

Age UK Wandsworth
Handyperson Service Assistant
Person Specification
EXPERIENCE

Essential

· Experience of supporting and supervising staff

· Proven track record of project management

· Experience of working in a service delivery environment and providing excellent customer service 

· Experience of working in a service delivery environment and providing excellent customer service in a very busy service with vulnerable and often demanding clients

· Organising and maintaining administrative systems

· Experience of working as part of a team

Desirable
· Experience of working with older people

· Experience of working in the voluntary sector

· Basic knowledge of household repairs

SKILLS AND KNOWLEDGE
Essential

· Patience and the ability to remain calm under pressure

· Ability to organise and prioritise your own workload to ensure deadlines are met. 
· An excellent communicator – with proven ability to communicate effectively both verbally and in writing and liaise effectively with people at all levels and from a variety of cultural backgrounds 

· Knowledge of computer use for word processing and data handling

· Knowledge and understanding of the issues surrounding customer confidentiality
· Ability to communicate effectively verbally and in writing

· Ability to be sympathetic but assertive when required

· Ability to work within agreed systems

· Ability to work alongside other colleagues and volunteers

· An empathy with and understanding of the needs and dignity of older people and of the contribution they make to society 
· Good IT skills, particularly Word, Excel and databases
· An understanding of equal opportunities

An enhanced DBS check will be required and the nature of the role may require travel across the borough.
