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Job Description & Person Specification 
Gateway & Admin Support

Job title:			Gateway & Admin Support
Responsible to:		Gateway Team Lead
Grade/Salary:		£25,454  FTE (pro rata for part-time)
[bookmark: _Int_FvzX0Sh8]Working hours:		22.5 - 37 hours per week (two posts available)
Work location:		North Devon Outreach Centre (Barnstaple) minimum    				   of 3 days a week working on site
[bookmark: _Int_cz6tAuO7]Benefits:	25 days annual leave a year, rising by 1 day a year until 5 years’ service – maximum 30 days plus bank holidays (pro rate for part-time)
Employee Assistance Programme, Cycle to Work 				scheme
Pension:			Workplace pension, 

Job Summary:

The Gateway & Admin support role will support the Single-Entry Gateway of the Devon Domestic Abuse Alliance (DDAA) and NDADA services, ensuring timely and appropriate access to support pathways along with offering administrative support.

Main Duties and Responsibilities:

· Triaging and uploading referrals to the internal case management system.
· Conducting risk assessments and processing referrals within the Gateway.
· Liaising with DDAA partners, NDADA services, and external professionals
· Participating in a trauma-informed approach with service users and colleagues
· Carrying out other relevant casework and Gateway functions as needed
· Update and enter all referrals on the data management system 
· Manage the dormant process for cases that are archived or paused
· Collate and respond to all Subject Access Requests 
· Produce legal aid support letters
· Liaise with referrers, professionals and clients as required
· Work closely with all team members to provide a seamless service to clients
· Support colleagues in administrative tasks
· Assist with the co-ordination and preparation of educational courses to ensure their smooth delivery 
· Answer incoming calls and make outgoing calls to provide information and support to clients.
· Respond to email enquiries.

General Duties:

• At all times, protect the safety and security of service users, staff, volunteers and buildings, and the confidentiality of records and other information in line with general data protection requirements.
• Ensure that all referrals are dealt with on the day they are received and in accordance with the developing Friday afternoon policy.
• Participate in supervision, training and meetings as required and work as a member of the team to ensure effective delivery of service and individual work plans.
[bookmark: _Hlk203980914]• Ensure the effective implementation of NDADA’s/DDAA’s policies and procedures.
• From time to time, you may be asked to carry out tasks outside the scope of your usual role to support the wider work of the charity.
• This job description outlines the duties of the post and will be periodically reviewed. Duties may change over time without altering their general nature or responsibility level. Such changes do not warrant a re-evaluation of the post's grading.

Person Specification

	Essential
	Desirable

	Knowledge and Skills

	Strong administrative, organisation and communication skills
	Understanding of domestic abuse and trauma-informed support

	Knowledge of risk assessment and advocacy skills
	

	Knowledge of safeguarding
	

	Ability to deliver trauma-informed support
	

	Excellent communication and listening skills
	

	Experience

	A good understanding of supporting vulnerable people

	Experience supporting people who have experienced domestic abuse or related issues


	Experience working with case management systems and Microsoft Office

	Previous experience working in a frontline domestic abuse service

	[bookmark: _Int_Lfzf02yN]Ability to remain calm handling difficult situations
	Risk and needs assessment and safety planning with complex needs

	Administration experience in an office environment

	Experience of working with vulnerable people

	Experience of handling professional calls and ability to give advice and signpost to information
	Experience of working on a helpline

	Qualifications

	A good standard of education
	Office administration qualification

	
	Level 2+ counselling or therapy qualification

	
	Level 2+ Safeguarding training

	General

	Ability to travel for training
	

	Willingness to work within supervision and boundaries
	

	Understanding of confidentiality and safeguarding procedures
	

	Commitment to equality, diversity, and anti-discriminatory practice
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