The Whitechapel Centre

Job Description

Post: 

Triage Worker 

Post Holder:


Reports To:
Enablement Centre Manager
Grade:

NJC SCP 13 - 20
Disclosure & Barring Vetting

This post, due to its nature, duties and responsibilities, will be subject to a check by the Disclosure & Barring Service (DBS).  The level of check, which will apply, shall be an “Enhanced” level check.  Information about this disclosure can be found at the Website: www.disclosure.gov.uk
Purpose of Role: 

1. To manage, co-ordinate and deliver a first class reception service for all service users and visitors to the Centre.
2. To engage with service users, effectively assess individuals’ needs and provide appropriate direction, assistance and encouragement as required.
3. To de-escalate situations and support service users to adhere to company policies around behaviour and equality.

4. To ensure contractor visits and deliveries are appropriately planned and efficiently managed. 

5. To participate in the day to day running and planning of services and the on-going development of the Enablement Centre.

6. To provide appropriate direction, guidance and supervision to volunteers in order to ensure the delivery of streamlined and professional services. 

Duties and responsibilities
To work with the Centre Manager to ensure the appropriate handover of information at the start and end of each shift and the smooth running of the Centre.

To greet and admit/exit people to/from the building

To maintain an up to date knowledge of individuals’ admittance status and to deny access if appropriate.

To ensure the Triage Service runs effectively and efficiently - explaining procedures to service users, signposting appropriately and motivating clients to engage with the Service.

To undertake an initial risk and needs assessment and to provide appropriate immediate assistance.

To compile and control appointments to staff and services.

To make appropriate staff aware of new service users.

To supervise service users’ conduct, health, safety and welfare, ensuring a safe and secure environment is maintained for all service users and visitors to the Centre.

To deal with incidents / potential incidents and record them as appropriate, taking into account impact on staff, volunteers, other service users and local neighbours.

To report any suspicions relating to the potential abuse of a child or vulnerable adult to a member of the management team.

To develop relationships with external agencies and to provide advocacy for service users as required.

To undertake telephone calls, as required.

To collate, input and report electronic data relating to services provided and to participate in the preparation of statistical records for project reporting purposes.
Over-arching duties

To plan own work and ensure its completion including all direct service provision, organisational duties and all necessary record-keeping and reports.
To maintain an up-to-date understanding of Whitechapel Services, Policies and Procedures.

To provide line management, direction, training and support for volunteers supporting the provision of triage services.
To maintain appropriate records and administration systems to ensure services are efficient and effective.

To foster appropriate relationships with staff, service users, volunteers and external agencies.

Other duties
When deemed appropriate by Whitechapel Management, to undertake the lead role in various work and organizational issues.

To represent the organisation as required.

To work at all times within The Whitechapel Centre’s Equal Opportunities Policy and all other policies, procedures and working practices.

To contribute to the review and development of the organization and its services.

To be involved in the training and induction of staff and volunteers.

The post holder will normally undertake duties as per their job description.  S/he will on occasion, and in necessary circumstances, be called upon to work in other sections of the organisation or in other locations and to undertake other duties commensurate with the job grade and the overall responsibilities of the post in order to facilitate the work of The Whitechapel Centre.

Training

The post holder will be expected to undertake training and retraining throughout employment in this post and will be expected to discuss and identify their training goals, with their line manager, to develop their knowledge base and ability in their role.

Health and Safety

Each employee has a duty under the health and Safety at Work Act (S.7) to take reasonable care of the health and safety of themselves and others at work , whether colleagues, service users, visitors or contractors.

The Whitechapel Centre is a non smoking organisation. All staff have a duty to personally observe and ensure adherence to the organisation’s Smoking Policy, the purpose of which is to ensure that staff, visitors and service users are not exposed to tobacco smoke in and around Whitechapel premises, and during the course of business.

Review of this Job Description

The information in this job description may need to change from time to time in the light of management or legislative changes.  Before implementation and where appropriate, such changes will be discussed and agreed with you.
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