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Shared lives South West - Job description


Administrator

Reporting to:


Team Leader 
Working closely with:
Shared Lives Coordinators and Shared Lives Assistants, Business & Finance Leader
Main aims of post

To be a part of the pooled administrative team providing administrative support to the delivery of the Shared Lives South West services. To support the team leader and assist in the administration of the office and to ensure that the service information systems are up to date and accurate.  

Duties include:

1. To handle administration of new carers and support carers through application, assessment and approval, as per guidance document. 

2. To process referral administration for people using our services, as per guidance document, in liaison with the Team Leader.
3. To plan, organise and monitor carer and support carer training events, and ensure all carers are aware of any outstanding training requirements.

4. To produce assessment documentation for the approval panel and support all aspects of the administration of the panel process.

5. To process and manage all carer, support carer and staff DBS checks, as per guidance document.
6. To ensure all active carers have appropriate up to date insurance cover and alert the Team Leader in cases of non-compliance.

7. To maintain the records of people who use our services as well as carer and support carer records in a variety of written and electronic formats and to keep service information systems up to date and accurate.

8. To assist with the updating of vacancies on the website.
9. To provide PA support to the Team Leader as required, including arranging meetings, taking minutes at meetings, issuing correspondence as requested.

10. To organise meetings and events, including carer consultation meetings, scheme meetings, staff meetings, and provide administrative support to such events as required.

11. To manage the on-call rota, liaising with SLCs and Team Leaders where appropriate, taking into consideration various diary restrictions, and updating the answering machine as required.

12. To be an initial point of contact for all telephone enquiries and visitors to the offices.
13. To deal with all incoming and outgoing post, and process service correspondence, including all referrals and carer applications, letters, reports etc.
14. To provide admin assistance to all parts of the organisation, including Shared Lives Coordinators, the Funding & Benefits team, Communications and Finance.  This may include scanning, shredding, large mail-outs etc. 
15. To ensure the smooth running of the office by managing resources and provisions, taking a key role in keeping the office clean, safe and well organised.

16. Where applicable, and following additional training and support, manage a petty cash float, collect and process various carer and service user statistics or oversee office health and safety requirements. 

17. To maintain confidentiality at all times and ensure observance of the confidentiality policy.
18. To contribute to the active development of the role to meet the needs of Shared Lives South West.
19. To attend supervision and annual review sessions and to take an active part in all appropriate staff meetings and events.
20. Any other duties as directed by the line manager that may be appropriate to this post.
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