WAI YIN CHINESE WOMEN SOCIETY

JOB DESCRIPTIONS

Job Title:

ETE Unit Support Worker (Part-time) 

Grade: 

Wai Yin Job Grade 8

Pay Scale:

£12,678 p.a. , pro rata 

Reporting to:
ETE Co-ordinator

Working time:
22.5 hours per week (including weekend duty)


Main Duties and Responsibilities

To provide administrative support and customer care for the ETE Unit of the Wai Yin Chinese Women Society.  

Centre Responsibilities

1. To participate in the creation of a warm, welcoming, comfortable, safe and accessible environment for service users at Wai Yin.

2. To provide excellent customer care to service users.  

3. To participate in Centre meetings, where information is shared and exchanged. To ensure that relevant information about your Project is given to other staff and volunteers at Wai Yin

4. To contribute to the development and implementation of Centre policies and procedures.

5. To adhere to Wai Yin’s Confidentiality and Equal Opportunity policies.

6. To contribute to the provision of a safe and healthy environment, ensuring that the legal requirements of health and safety are complied with.

7. To participate in Centre working groups e.g. Health and Safety, Marketing, Quality Assurance, etc.

8. To participate in Centre activities, such as festivities, conferences, job fairs etc.

9. To promote pride in being Chinese in Britain and to support minority groups, challenging racist or discriminatory ideas and practice within Wai Yin itself and (where possible) outside agencies.

Roles and Responsibilities specific to this post

1. To assist the ETE Unit to communicate with service users / learners and to ensure communication is dealt with effectively and efficiently ie.

· When on duty, to take responsibility for telephone and personal queries on all aspects of the unit activities, especially from service users or adult learners, and to ensure that follow up actions are carried out.   

· To contribute to good information systems within the ETE Unit, particularly to ensure enquiries/learners / service users are always updated and informed about ETE project activities, and their information is added to our information system.

· To provide or to organize one to one mentoring, IAG (Information, Advice and Guidance) support to individual learners when needed.  

2. To assist the ETE Unit to maintain accurate and up to date records.

· To assist ETE Project Officers to deal with correspondence and data entry, especially inputting learners achievements, progress and supports which were given.    

· To assist the ETE Quality Administrator to audit/file paperwork relating to Learner files and input data into our information systems. 

· To assist part time tutors to ensure the quality of their paperwork.

3. To assist the Quality Administrator with finance handling, and keeping accurate records ie. 

· Assist in the efficient operation and maintenance of the petty cash system which makes payments to volunteers and learners.

· Assist in the collection of timesheets from Part time tutors and accurate input of their hours onto our information system. 

· Assist in the collection and recording of learner deposits paid, and also the refunding of deposits.

· Assist in the collection and accurate recording of Self Funded payments.

4. To assist the ETE Team to ensure the smooth operation of the Unit ie.

· When on duty to ensure that the Learning environment is safe, hygienic, tidy, and that signage and information is clear functional, and up to date.

· When on duty to ensure that the Tutor's area and resources are maintained and kept tidy, and that Tutors’ needs are met.

· Report problems and concerns to your supervisor, or the appropriate member of the team and ensure that they are dealt with in a timely manner.

· Assist with the production, duplication and distribution of marketing materials. 

· Assist in the organization and running of events. 

· In co-ordination with other Staff of the ETE Team, organise and train volunteers to carry out any aspect of your work that is suited to their abilities and needs, whilst retaining overall responsibility.

5. To assist in the creation and maintenance and availability/display of a resource and information library base for learners ie

· External and Internal Volunteering and Job opportunities, including useful web sites, publications, audio visual material.

· Noticeboard and racks with up to date information, including specialist information for refugees and asylum seekers.

· Digital and software resources for teaching. 

6. To contribute to the continuous development and improvement of the ETE Unit ie.

· Report your activities/achievements/concerns/suggestions in a timely manner. 

· Convey the views of learners without prejudice.

· Contribute to Team Meetings, reports, research and evaluation exercises.

· Be prepared to prioritise and organise your own workload, particularly when you are not directly assisting other members of the team, and keep accurate timesheets. 

Professional Development and Training

1. To behave in a professional and appropriate manner at all times.
2. To attend relevant training as required by Wai Yin’s Business Plan. To take responsibility for own professional development in consultation with your line manager.
3. To maintain and develop appropriate Information Technology skills.
This job description is a guide to the main duties and responsibilities of this post. It may be subject to amendment as a result of consultation and agreement between the post-holder and their line manager. 



