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JOB DESCRIPTION
	Job Title: Welcome Space Co-ordinator
	Reporting to: Deputy CEO 

	Location: Haverhill
	Hours: 25-30 hours per week

	Salary: £18,252 - £21,902 (£27,378 FTE) dependent on hours
	



[bookmark: _Hlk200614469]About Reach
Our Values: Compassionate – Inclusive – Relational – Honest – Proactive

REACH is a Haverhill-based charity, and we’re determined and passionate about working towards thriving communities where people are resilient and flourishing. Our mission is to relieve and prevent financial hardship whilst tackling the causes and advocating for change.
We have 4 main areas of work:
Prevention - Proactively preventing future financial hardship through education and connecting people to tailored support systems. 
Policy - Advocating for change through influencing and local campaigning and collectively developing policy to tackle issues facing our local community.
Long-term Support - Alleviating financial hardship through income maximisation and debt advice. 
Emergency Aid - Providing immediate short-term support to financial crisis.

About the Role
We are looking for a Welcome Space Co-ordinator to join our team who will be based in Haverhill.  We are looking for someone who is dynamic and engaging, with excellent communication skills, a flexible approach to their work, and most importantly, a ‘want’ to help people.  You will be managing the daily Welcome Spaces (open 2-4pm every afternoon), held at various venues around Haverhill.  These Welcome Spaces are manned by volunteers with the primary function of being our main distribution points for Emergency Food Boxes, as well as providing a drop in space for members of the community who may be in need of our help and advice.

The role will also supervise the triage volunteers during the morning in the main office.  Every call, e-mail, message goes through triage, where one of our volunteers will speak to the client, get basic background information, and if necessary, arrange for them to pick up an emergency food box that afternoon.

The role is part time role working 25-30 hours a week (expectation is working 5 days a week, actual times are flexible but must be available until at least 4pm).  Full training will be provided.
Ultimately, although your knowledge and skills are important, it is your passion for helping to improve peoples’ lives which is more important.

Job Summary
· To work as part of the team, running the Welcome Spaces alongside volunteers, offering benefits checks, advice, and answering basic questions/queries. To facilitate utility payments, and complete forms, for and with clients. 
· To support the provision of emergency food boxes to families in crisis in Haverhill and surrounding towns and villages in West Suffolk at food collection points located in Haverhill. 

Key Duties and Responsibilities
1. Provide benefits checks, signposting, and referrals for clients, whilst maintaining detailed records in accordance to set procedures and legal requirements;
2. Manage access and a welcoming environment for volunteers and clients alike at REACH drop-ins;
3. Keep the case management system (Advice Pro) up to date after each interaction with a client;
4. Refer clients to REACH advisers and other agencies, and liaise with the Community Connector when appropriate;
5. Manage the Welcome Spaces each afternoon;
6. Supervise the triage volunteers during the morning.

Qualifications, Skills and Experience Required

	Requirement
	Essential
	Desirable

	Education, training and qualifications
	· GCSE or equivalent Maths, English and ICT – Grade A to C
· Computer literate with a strong working knowledge of Microsoft Office suite

	· Have previous experience in signposting, referral and benefits checking
· Knowledge of current available benefits

	Skills, knowledge and experience
	· Office systems and procedures
· Experience and knowledge of giving advice
· Clear communication with all levels in all mediums
· Able to work as part of the team and on own and unsupervised
· Problem solving ability
· Setting up and maintaining manual and electronic filing systems
· Ability to maintain a high level of confidentiality and discretion at all times
· People management skills
· Ability to take control of a situation when necessary

	· Familiarity with the issues confronting people with learning disabilities and mental health needs, gained through personal contact or experience in a similar setting
· Diary management and appointment booking using manual and computerised systems
· Experience of working with volunteers
· Practical experience of working remotely


	Personal Attributes
	· Efficient, flexible, ability to work in a dynamic client environment
· Mature, professional and well mannered
· Ability to learn quickly and confident to question
· Self-motivated and punctual
· Able to manage own time
· Adaptable
· Diligent, prepared to dig deeper / investigate
· Sympathetic to the Christian beliefs and ethos of the organisation

	




People behaviours

	Communication & Team Working
	· Acts openly and honestly.  
· Shows respect for others. 
· Communicates with others in a clear and structured fashion (written and verbal). 
· Demonstrates a 'can do' approach.
· Understands the importance of confidentiality and data security

	People Management & Development
	· Delivers agreed performance objectives with required support.  
· Demonstrates a willingness and appetite to learn.
· Willing to participate in training and professional development

	Commitment & Drive
	· Has high standards and adheres to quality guidelines.  
· Strives to deliver to the best of abilities at all times.  
· Shows professionalism and care for clients and colleagues at all times.

	Ethos of the organisation
	· As a minimum requirement all employees of REACH Community Projects must be able to work within the Christian ethos of the charity




Terms and conditions

	Location
	Main office is Wisdom Facilities Centre, 42 Hollands Road, Haverhill CB9 8SA, however most of this role will be REACH Welcome Space locations in Haverhill. 

	Working hours and pattern
	[bookmark: _Hlk163128142]25-30 hours per week; 5 days a week working until at least 4pm each day.

	Probationary Period
	6 months

	Annual Leave
	25 days pro rata plus Bank Holidays & working days Christmas to New Year
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