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 Job Description
Title:				Advice Centre Co-ordinator
Location:			Oasis Advice Centre, Waterloo, SE1
Hours:				TBC
Working schedule:	Weekend and evening work may be required in this role, therefore time off in lieu will be given in accordance with current policy.

Line Manager:		Advice Centre Manager
Line management of:	Advice Centre volunteer team 

Purpose of job:	To be responsible, in liaison with the Advice Centre Manager, for the co-ordination of the Oasis Advice Centre at Oasis Hub Waterloo.

Organisational context:
Oasis believes that every person matters and, as a result develops community hubs that meet people’s holistic needs – educationally, physically, spiritually, economically, environmentally and socially – and benefit the whole person and the whole community. This post will strategically link into other current and future community, family, and youth services within the Oasis Waterloo hub.
Oasis Advice Centre has run a debt advice service and food bank as part of Oasis Hub Waterloo for the last eight years. More recently we have begun developing further advice and support programmes, including benefits and immigration advice and we are looking to further develop the services Oasis Advice Centre can provide. 
With the growth in service and funding, Oasis Hub Waterloo are in a position to grow our team. We are looking for someone who can take on a new challenge, to assist in the running of our Advice Centre. 
Specific Duties:
Strategy / Planning / Organising & Analytical / Creative Thinking / Problem Solving
· To oversee day-to-day operational delivery of Waterloo Foodbank, including:
· Ensure appropriate environmental health arrangements are in place, and liaise with inspectors from relevant authorities
· Recruitment, training and management of volunteers
· Ensuring adequate operational cover during each foodbank opening session
· Maintain and develop relationships with referral agencies, including resolution of voucher procedure misuse
· Oversight of operation of the stock room and off-site collection initiatives 
· Coordinating relationships with donors (food and financial) and assisting with fundraising for the Advice Centre



· To oversee the delivery of Oasis Advice Centre services, including:
· Recruitment, training and management of volunteers
· Maintaining and developing relationships with other local referral services
· Booking of client appointments 
· Facilitating small group workshops/drop-in sessions
· Monitoring and evaluation of advice provision, including gathering feedback from clients 
· Overseeing the allocation and handling of case work
· Supporting with research and campaigns undertaken by Oasis Advice Centre 

· To oversee the development of other appropriate Community Services enhancing the scope of the engagement with adults. 

· Support identified donors with appropriate information and feedback

At present we are running Waterloo Foodbank as a delivery-only service, alongside the three other Lambeth based Trussell Trust Foodbanks. During the initial months of the role, the role will include:
· Making calls to Foodbank guests about dietary requirements and delivery details
· Making follow-up signposting calls to Foodbank guests to offer follow-up support 
· Being present at the Foodbank warehouse, overseeing volunteers packing parcels and making deliveries

At the same time as running a delivery-only service, we are currently seeking a new “shopfront” style premises which would be a dedicated space for the Advice Centre. If we secure these premises the role would include:
· Being responsible for the organisation of the Advice Centre, including:
· Managing bookings/rotas 
· Maintaining upkeep of the space 
· Ensuring safety and security of the space 
· Facilitating drop-in sessions 
· Managing “Foodbank Café” opening hours sessions
· Some lone working in the Advice Centre location
· Building partnerships to enable co-location of services at Oasis Advice Centre


Relationships / Partners

Internal:
· Community of Oasis Hub Waterloo
· Oasis staff

External:
· Other local advice services
· Foodbank and advice referral agencies
· General public

People Management
· To be responsible for the training and development needs, and care of volunteers involved in the Advice Centre activities of Oasis Hub Waterloo 

Responsibility for Resources
· To ensure appropriate procedures are adhered to for the management of Foodbank stock as required by the Trussell Trust


General Duties
· To actively participate in the wider life of Oasis, including staff meetings, staff conferences and discussion forums 
· To take opportunities to raise support for Oasis.
· To attend regular supervision with your line manager.
· To attend any relevant training courses as required by your line manager.
· To carry out appropriate duties, in line with the purpose of the job, as may be reasonably required by your line manager.

Safeguarding children and young people
Oasis is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, which may include an enhanced DBS check.
The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed. 
Signed:

	Employee:
	Line Manager:
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Person Specification 
Advice Centre Co-ordinator  
	
	Essential
	Desirable

	Qualifications 
	· Maths and English GCSE or equivalent Level 2 qualification 
	· Qualification in Community Work or Development 

	Job Knowledge
	· Proven understanding of advice practice and social welfare policy
· Experience of operating a Foodbank or similar project
· Data and information management
	· Digital communications

	Experience
	· Experience managing a premises 
· Networking and partnership development across sectors
· Project management 
· Volunteer management 
· Experience of lone working
	· Proven experience of working or volunteering within a not-for-profit organisation
· Experience of Trussell Trust and Catalyst databases 

	Skills
	· Proven people management skills
· Excellent organisational and interpersonal skills
· Excellent verbal and written communication skills
· High level of computer literacy and familiar with Microsoft Office suite (particularly Excel for financial reporting)
· Strong analytical skills
	

	Other Attributes
	· Team player
· Flexible and self-motivated
· Committed to partnership
· Self-motivated and confident lone working 
· Commitment to safeguarding and promoting the welfare of children and young people.
· Willingness to undergo appropriate checks, including enhanced DBS checks.
· [bookmark: _GoBack]Have a willingness to demonstrate the values and behaviours which flow from the Oasis ethos.
· Quality focused in all aspects of work.
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