JOB DESCRIPTION

JOB TITLE:


Coordinator
                                                   Help at Home 

RESPONSIBLE TO:

Manager Help @ Home
HOURS OF WORK:

28 Hours
BASED IN



Littlehampton 
SPECIAL CONDITIONS:
The post involves regular travel so the post holder should hold a full driving license and have access to a car during working hours.  

PURPOSE OF JOB:

To visit customers in their home to carry out assessments, reviews and quality inspections relating to the Help @ Home service and monitor the service is delivered in line with the values and aims of Age UK West Sussex and the Service Specification.

SERVICE DESCRIPTION:

The Help at Home Cleaning, Gardening and Shopping Service provides vetted self- employed Home Helps to support customers by delivering a cleaning, gardening service and shopping service.
MAIN DUTIES:

1. To undertake and co-ordinate the assessment of customers in order to identify needs and risks etc.

2. To respond to and manage referrals made by external agencies together with enquiries from potential customers.

3. To match customers with appropriate helpers and manage any issues that may arise.

4. To carry out review visits and when appropriate the collection of annual administration fees.

5. To ensure monitoring and evaluation is carried out in line with quality monitoring requirements and to support customer satisfaction.

6. To contribute to the development and improvement of the service in line with identified need and in liaison with the line manager.

7. To attend staff meetings, training and information sessions as required.

8. To liaise with statutory agencies and other voluntary organizations as necessary to support customers needs including making onward referrals.

9. To ensure the service operates at all times in line with the relevant Health and Safety regulations including statutory requirements and the AUKWS Policies and Procedures.


10. To be mindful at all times of the health and safety of staff, customers. Helpers and volunteers at all times and bring any concerns or suggestions for improvement to the line manager.


11. To maintain an understanding and compliance with AUKWS Policies and Procedures.


12. To ensure service provision is within the framework of ISO 9001 and any other quality standards or good practice guidelines.


13. To undertake any other duties that the line manager may, from time to time, reasonably require.



Age UK West Sussex

Coordinator
Help At Home 

Person Specification
	Essential


	Desirable

	Demonstrate a good understanding of the concept and benefits of good customer care
	Training in Customer Care

	Understanding of the issues affecting the lives of older people and their carers.


	Understanding of  the voluntary and community sector and inter-agency working

	Excellent communication skills, oral, written and presentation.


	Experience working with older people

	Ability to use a Computer including Microsoft office and internet
	Experience and awareness of lone working and health and safety issues

	Ability to keep accurate records


	

	Effective organizational skills including information, resources and time management.


	

	Able to work as a team and alone when necessary using own initiative 


	

	Have a flexible and pro active approach to work


	

	Full driving license and regular car user
	


