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JOB DESCRIPTION
Title:
Information Support Officer Maternity Cover (Healthwatch Coventry) 
Employed by:

Voluntary Action Coventry

Reports to:


Healthwatch Chief Officer
Salary:


NJC scale pt. 12 £21,589 (pro-rata), 7% pension
10 months fixed term maternity cover mid January 2021 

to mid November 2021
Hours:
27.5 hours per week over 5 days. 
(Generally office hours, with some evening and/or weekend work to cover meetings, for which time off in lieu will be given)

Purpose:
This post supports the organisation of our activities, recording of information, our information function for the public and communication of what we are doing.

RESPONSIBILITIES 
Meetings and diaries

1. To organise meetings, including committee meetings, by communicating with attendees, setting up online meetings or booking venues, sending out meeting papers, and producing minutes

2. To manage Healthwatch team diaries and the diary of the Healthwatch Chair and Chief Officer, scheduling and arranging meetings with multiple external organisations

3. To support Healthwatch volunteers who attend meetings on behalf of Healthwatch Coventry to ensure thy have the information they need to take part and report back
Information systems
4. To undertake various forms of data entry for example of survey findings and logs of client contacts

5. To maintain a number of recording systems; contact/mailing lists and Healthwatch membership records in accordance with agreed policies and procedures

6. To add information into Healthwatch England online information systems as required

7. To carry out bulk mailings, and bulk emailing’s using Mail Chimp
External contacts and information enquires from the public

8. To act as the first point of contact for Healthwatch team dealing with email and phone enquiries 
9. To work with the Information and Communications Officer in responding to individuals who contact the Healthwatch information service via telephone, email, post or other means, about a wide range of health and care related enquiries

10. Act as a point for day to day liaison with volunteers and make specific contact with volunteers as required

11. Keep volunteer/volunteering records up to date 

Communication

12. To assist with the production of Healthwatch e-newsletters and paper newsletters and other information as needed
13. To schedule and send newsletters/email updates to relevant mailing lists
14. To support with updates to website content and social media content as required and working with other team members
Other

15. To oversee activities of admin volunteer(s)
16. To assist in Healthwatch work to collect public feedback on NHS and social care services through outreach and other activities 

GENERAL DUTIES

· To be flexible and provide cover for other team members as required and carry out associated duties that may arise 

· Abide by organisational policy, codes of conduct and practices

· Maintain a thorough working knowledge of Healthwatch data protection and safeguarding processes

· Keep up to date with Healthwatch England information and guidance

· To enact the values of Healthwatch and Voluntary Action Coventry

· To take responsibility for personal learning and development

PERSON SPECIFICATION 

When completing this application form you need to demonstrate that your knowledge, skills, and experience match the requirements listed below, or that you have the potential to develop these.
	Criteria
	Specification
	Essential (E) or

Desirable (D)

	Experience
	Experience of responding to and providing information to members of the public by phone 
	E

	
	Experience of managing diaries and organising meetings
	E

	
	Experience of organising and planning your own work 
	E

	
	Experience of a range of data entry using Excel
	E

	
	Experience of writing information for the public (eg letters, emails, other information used externally
	E

	
	Experience of producing minutes
	D

	
	Experience of  working with volunteers or of volunteering yourself
	D

	
	Experience of liaising with external organisations
	E

	
	Experience of co-ordinating the work of others
	D


	Skills
	Confident, clear and calm verbal communication with the public
	E

	
	Excellent telephone manner and listening skills to gather information when on the phone
	E

	
	Accuracy and attention to detail
	E

	
	Excellent typing/word processing skills 
	E

	
	Ability to write clearly and in an accessible style
	E

	
	Work planning: prioritising work effectively, juggling different tasks and meeting deadlines
	E

	
	Ability to learn how to use new office systems and processes 
	E

	
	Problem solving – looking for solutions to day to day issues as they arise
	E

	
	A level of literacy and numeracy appropriate to the tasks specified in the job description
	E


	Knowledge
	Well-developed Microsoft Word and Excel skills (ideally office 365)
	E

	
	Of online meetings using software such as Microsoft Teams and Zoom
	D

	
	Of Data Protection regulations and confidentiality boundaries
	E

	
	An awareness of equal opportunities issues

	E

	
	Knowledge and understanding of Coventry and its communities
	D

	
	Of Mailmerge
	D

	
	Of Twitter, Facebook, Instagram 
	D

	
	Of emailing software such as Mailchimp
	D


	Behaviours
	Commitment to Healthwatch Coventry’s values, policies and procedures 
	E

	
	Helpful and showing empathy with others
	E

	
	Effective team player in a small team
	E

	
	Commitment to work flexibly to meet the needs of VAC and Healthwatch Coventry, including evening or weekend work as necessary and planned


	E


Contra-indicators

Any previous convictions which would render the person unsuitable to work with vulnerable people or enter premises where vulnerable people are being cared for. This post is exempt under Section 4 (2) of the Rehabilitation of Offenders Act, and the successful candidate will be DBS checked prior to taking up the post. 
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