Dial South Worcestershire
Registered Charity No: 1085677

JOB DESCRIPTION
Name of Organisation

Disability Information & Advice Line

Address of Project


Disability Answers






Crowngate Centre 






Worcester

Job Title



Manager of Disability Answers

Responsible for


Volunteers

Hours 



18 hours (to be negotiated)
Hourly Rate



£12.00

Date Written



October 2011
Closing Date for Applications
Friday, 25th November 2011

(Funding for this post is secured until the end of March 2012. An application will be made to secure a contract for a further 3 years)
For an Application Form please email to: mail@dialsworcs.org.uk
Or Telephone: 01905 27790

Or Write: Cathy Merriman


      Manager, Dial South Worcestershire,


      54, Friary Walk, Crowngate Centre, Worcester, WR1 3LE 

Job Summary

To manage and develop Disability Answers to provide an effective and relevant service to the disabled community served by the project

Responsibilities
Ensure the provision of a disability information service within Disability Answers and to be responsible for the overall planning and management of the service
Ensure that aids and equipment displayed at Disability Answers are up to date, relevant and maintained
Recruit, support and train new volunteers at Disability Answers

Develop appropriate training and development programmes to support existing and new volunteers to provide quality customer care and delegate  responsibilities where appropriate
Liaise with the Occupational Therapy Service to ensure good levels of communication
To ensure that policies and procedures are written and updated to cover all aspects of the running of Disability Answers  

To undertake risk assessments and ensure health and safety procedures are complied with

To maintain financial records of donations and scooter hire charges and bank income 

To prepare and present reports on the progress of Disability Answers to Dial Trustees and participate in DA sub committee meetings

Ensure that Disability Answers is maintained to cover volunteer holidays, sick leave and rota gaps  

Develop a team work approach to all aspects of development work 

To ensure that any complaints against volunteers or the service provision are dealt with appropriately

To maintain statistical data as required by Dial and by Worcestershire County Council

The post holder’s duties must to carried out in compliance with Dial South Worcestershire’s Policies

Any other duties requested by Dial South Worcestershire Trustees

Priorities may vary from time to time as the information service delivery changes and develops

October 2011   

