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INFORMATION FOR CANDIDATES


Administrator –  Kingsteignton
1. About Shared Lives South West 

Shared Lives South West recruits, trains and supports individuals and families (Shared Lives Carers) who can offer accommodation and care for vulnerable and disabled adults in their home, enabling the person to share in family life and maintain their independence.  This is known as Shared Lives.  
Our service supports adults over 18 years of age and occasionally young people in transition into adult services from the age of 16 upwards  We currently support over 293 long term service users within 245 provider homes and a further 115 service users using our short break services, across the whole scheme.  Our current client group is predominantly people with a learning disability, but we also work with people who have a diagnosis of dementia, a physical or sensory disability, mental ill health and parents who have a learning disability with their child.  
You can read more about the activities of Shared Lives South West on our website www.sharedlivessw.org.uk.
Shared Lives South West is a registered charity and a not-for-profit company limited by guarantee.  We were set up in 2004 (under the name of SWAPS, the South West Adult Placement Scheme) to provide Shared Lives services across Devon, Plymouth, Torbay and Cornwall.  

2. About the role of administrator
This post is part of our Shared Lives team based in Kingsteignton, Devon. The team is led by the Team Leader for our East and West team. You will be working closely with the team of Shared Lives staff working across the area.  
Working alongside our other administrators, you will ensure the smooth running of the all the key administrative processes for our Shared Lives services.  This will include dealing with all incoming referrals and carer applications, supporting our approval panel, keeping our database up to date with all service activity, and helping to organise training and meetings for carers and social events.  You will give admin support to the team managers and attend all appropriate team meetings and be part of the office reception team, helping with answering calls and taking messages.
Good communication skills, working to deadlines, a friendly and approachable manner and willingness to take on lots of different tasks are all essential.  A genuine interest in the work of the organisation and the outcomes of our service users and carers is required.
3. If I join Shared Lives South West as an employee what can I expect?

You will be joining an enthusiastic and committed team of nearly 40 staff.  The organisation is led by our acting Chief Executive, Dominic Spayne, who in turn reports to a small but dedicated and knowledgeable Board of Trustees.  

This is a permanent post and would be offered subject to satisfactory enhanced DBS check and references.  
The starting salary for this post is £17,574 per annum.  Our basic terms and conditions include 25 days paid leave per year in addition to Bank Holidays.  There is also a contributory pension scheme.

We offer opportunities for training and development to meet the needs of the role and new demands created by the service.  Regular team meetings and occasional away days are held and there is a structured supervision and annual review system in place.

4. How do I apply? 

If you would like an informal chat about the role, please call Laura Maker, Team Leader on 01626 360170.  The closing date for all applications will be 2nd September 2019.
Please complete the application form (CV’s alone are not accepted) and return it before the advertised closing date. All candidates will be notified if selected for interview or not ASAP after that date. Application forms can be requested by post or downloaded in full from our website www.sharedlivessw.org.uk 
Interviews for those short listed will be held in our Devon office at Zealley House, Greenhill Way, Kingsteignton, Devon TQ12 3SB.
If you have any queries about the recruitment process, please contact Charlotte Williams, Leadership Assistant on 01626 360170.
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