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                                                  JOB DESCRIPTION

GENERAL SERVICES CO-ORDINATOR
Reporting to: CEO, and in CEO absence reports to the Depute CEO
Purpose of Role
The General Services Co-ordinator will have responsibility for a portfolio of Haddington CAB projects and programmes, line managing project staff, ensuring targets and quality KPI’s are met and being accountable for project reporting requirements. You will develop relationships with the relevant stakeholders and will work with the Senior Management Team to ensure continuation funding where appropriate. You will ensure new projects are implemented smoothly and that project staff are appropriately supported and developed. We are looking for a proactive, organised, and motivated individual to support the delivery and success of new and existing projects.

You will:
· Be a problem solver

· Have experience of supervising or managing staff

· Be able to multi-task

· Be a team player

· Be digitally savvy

· Be able to prioritise tasks and assist with multiple projects

· Have excellent communication skills

· Be willing to work flexibly

Contractual Conditions: 35 hours per week
Staff Managed: Caseworkers and Volunteer Support Officer
Salary Band: (£28,000-£33,000 pro rata)
Responsibilities:
· Support to CEO 
· To provide day to day support for the CEO and be responsible for the operations of advice (including money advice and benefits) services;

· Assist the CEO in the development of the advice services; 
· Assist the CEO with the preparation of annual or other advice service reports.

· Operations
· To ensure there is full compliance with the Bureau’s policies and procedures;

· To ensure that service to clients is compliant with Bureau Policies;

· To design and maintain effective administrative systems and procedures to ensure the smooth operation of advice service delivery; 
· To ensure that training needs are met; including occasional design of training activities;

· To prepare full, accurate and regular reports and statistics on all advice service project delivery responsible for as required by the CEO.
· Staffing
· To supervise the implementation and running of any outreach, home visits and surgeries, including monitoring and supporting caseworkers and providing cover where required;
· Monitor communications and update staff on any important announcements or changes to practices.  Disseminate any important changes to staff with full details of announcement or changes in a timely manner;
· Responsibility for the line management, appraisals and training/development of Caseworkers and Volunteer Support Officer;
· To conduct and participate in regular meetings with all staff in the team you line manage, in order to provide a forum for discussing legislation, progress of cases, matters arising, issues or social policy issues;
· Assist with any advice caseworker staff recruitment.
· Quality assurance and compliance 
· Be responsible for compliance for advice services;

· To assist the CEO with internal and external audits;
· To assist the CEO in ensuring that the Bureau premises and equipment are maintained to as high a level as possible and that the requirements of Health and Safety and GDPR legislation are met.
· Others

· To manage and prioritise a caseload of clients;

· To be responsible for maintaining expertise, both personally and within the Bureau, in all relevant legislation and guidance;
· Responsible for monitoring complaints and reviewing of practices;
· Any other duties as identified by the CEO.
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