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Remedi Job Description – Reparation Administrator

The Remedi team in Doncaster is looking for a new Reparation/office Administrator.  Our new team member will spend most of their time in the office organizing reparation sessions, communicating with young people and their parents liaising with case managers and maintaining the various databases involved with youth offending. As the heartbeat of the team you will receive referrals for reparation and victim work via email and you will be the voice of Remedi in Doncaster as you’re answering incoming calls.
Location:    Doncaster
[bookmark: _GoBack]Hours:         Part time (20 hours per week over 5 days) This might involve some weekend work
Salary:         £16,404 (pro rata) p.a. plus 5% pension contribution











Profile
Whilst a lot of our work involves spending time with young people and victims of crime we need someone that is comfortable with the administrative back up to our processes, answer the phone when we are out and liaise with case managers in the Youth Offending Team.
You’ll be spending the majority of your time organizing and booking reparation sessions. Making sure the placement, reparation supervisor and young people have all the information they need. From time to time you’ll be visiting some of these placements to maintain the fantastic relationships we have with them, look at  Service Level Agreements and perhaps find new exciting placements. Also providing administrative back up to the rest of the team you’re comfortable processing & extracting data from Excel, can compose and send emails and answering the phone.
To do this you will need to have certain skills and qualities:
Communication – You are comfortable communicating with children and their parents, colleagues, case managers and Remedi directors. If you need help you’re ok with asking a colleague. Composing letters and emails isn’t new to you and taking minutes at our monthly team meeting doesn’t scare you.
Flexibility – Whilst this post is 20 hours over 5 days we do expect a degree of flexibility when you’re needed in the office. Meetings or workshops are often held in Sheffield so your working pattern won’t always be set hours. We are looking for someone who is willing to go that extra mile as the rest of the team does. 
Organised – We are looking for someone that can multitask. The Quarterly stats need emailing before you go home, the phone is ringing, a case manager is stood at your desk wanting to talk about organizing some sessions and the local manager has emailed asking if you could email a summary of the expenses this month. This is not a typical day in our office but what would you do? If this doesn’t scare you please read on.


IT Capable – We want you to spend the majority of your time working in the office. There is  a responsibility to record information accurately and promptly. As a result it is essential that you are proficient in using:
· Email
· Electronic calendar
· Word
· Excel
Reports for every session spent with a young person  will be sent and need processing . So knowing your way around a computer to send an email or write a report is essential.
 
Safe - We want you to work safely in all aspects of your role. This will mean you need to follow our own internal policies and procedures and will require you to consider safety in relation to the following aspects:
· Safeguarding. We have a responsibility  to address safeguarding issues 
· Lone Working . We want you to be and feel safe. There’s always someone that you can contact . We want you to follow our Lone Working policy
· Data Protection. We have to be careful how we record/store and share information. Over time we have become experts at this and will train you as an expert as well.
· Confidentiality. Working in the environment we do we work with vulnerable young people. We also have access to private information of all our young people. We are here if anything distresses you but we are also looking for someone who can maintain confidentiality and doesn’t discuss any of this information with anyone outside the Youth Offending team.
What to expect
· The role is based in Doncaster. 
· Internal and external training will be delivered. The expectation is that you engage in this training and implement it within your working life.There is an extensive induction period in which you will receive training and will shadow other administrators . You will be expected to travel.
· DBS check. We will undertake a DBS check for the successful candidate.
· You will have a line manager who you will meet individually at least once a month and they will also be available during the week to provide support and guidance. Our team in Doncaster has a manager and a coordinator as well as other office based staff, and we’re always just a phonecall/text away in case you need any of us.
Head Office: Remedi, The Circle, 33 Rockingham St, Sheffield, S1 4FW
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Registered Charity No: 1091232   Company Ltd by Guarantee No: 4331410 


image1.jpeg




image2.jpeg




