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JOB DESCRIPTION

	 Job Title:  
	Safeside Support Officer 

	Grade / Role:
	Technical 3A 

	Reports to:  
	Safeside Operations Co-ordinator 

	Section:  
	Delivery 

	Department:
	Prevention 



	
Job Summary


	Under direction of the Safeside Operations Coordinator, the Safeside Support Officer will provide support to ensure that the delivery of education programmes contribute to the achievement of the outcomes of Strategic Prevention Priorities within ‘The Strategy’, aligned to the Prevention Policy and prioritises those in our communities that the Community Risk Management Plan (CRMP) identifies as being most at risk and vulnerable to fires and other emergencies.  
 
The post holder will support the Operations Coordinator to ensure that the appropriate level of resources is available to enable the delivery of programmes at Safeside. In Coordination with the Volunteer Support Officer, they will ensure that there are enough trained volunteers to support the delivery as required.  
 
Working collaboratively with the Prevention Delivery Officer, Education Delivery Support Officer, Volunteer Support Officer, Safeside Operations Team and internal and external stakeholders, the key objectives of the role are to: - 
· Support the delivery of education that is targeted and accessible.  
· Ensure that the education programmes are aligned to ‘The Strategy’ and the CRMP and contributes to making the West Midlands Safer, Stronger and Healthier 
 
· Market and promote the facilities at Safeside to partner organisations to facilitate bookings and generate income. 
 
· Ensure daily co-ordination of programmes, Prevention Advocate Volunteers and Practitioners to ensure efficient delivery services to visitor groups of up to 200 people per day   
 
This is a unique and busy role with a focus on customer relations and efficient management of marketing, bookings support, finances, visit support, feedback, monitoring, and evaluation. 




	
Responsibilities and Duties


	1. Day to day management of the Safeside facility 
 
2. Management and monitoring of essential repairs and maintenance works with Facilities Management, liaising with contractors on site. 
 
3. Develop, organise and maintain office systems. 
 
4. Manage comprehensive reception/welcome, booking and administration processes and procedures. 
  
5. Manage day to day visitor groups and use of meeting and conference facilities.  
 
6. Supporting the marketing of Safeside to potential customers through mailshots, website updates and other means and dealing with enquires regarding use of the facility. 
 
7. Placing orders for goods and services, receiving goods, checking invoices and statements and processing invoices for payment 
 
8. Dealing with outside suppliers regarding orders and payment for goods and services 
 
9. Assist in monitoring finances, including maintenance of budgetary and performance reporting information and liaising with Finance regarding income and expenditure. 
 
10. Maintain budgetary records and ensure that records and filing systems are maintained.  
 
11. Assist the budget holder with completion of financial and monitoring returns including grant and funding returns, statistical and performance returns, and grant claims (where applicable) 
 
12. Be responsible for recording and monitoring the use of Safeside by all users for reporting and external funding purposes. 
 
13. To support the development of educational and training packages and materials 
 
14. Drafting correspondence to a wide range of audiences 
 
15. Ensure that scenarios and meeting facilities are ready for visitors. 
 
16. Act as a Prevention Advocate Volunteer, SEN Educator or Practitioner when required (to cover sickness etc) 
 
17. To deputise/support other Safeside roles when required to ensure business continuity. 
 
18. Manage incident and accident referrals as required.  
 
19. Ensuring the application of safeguarding policy, procedure, and practice in line with role responsibilities  
 
20. Upholding and actively promoting the health, safety and wellbeing framework 
 
21. Upholding and actively promoting equality, diversity and inclusion and the Core Code of Ethics  




	
Special Conditions (include any special conditions, for example shift patterns, hours of work, working outdoors etc.)


	
· Normal shift pattern is Monday to Friday but can be required to work across 7 days a week including evenings and weekends (with notice)





	
Role related knowledge, skills and experience


	
Essential skills:   
· Ability to provide excellent customer service. 
· Handling finances and budgets 
· Maintaining and improving administration and monitoring systems 
· Compiling numerical and statistical information 
· Working effectively in a team, willingness to be flexible and assist other team members. 
· Dealing positively with the public 
· Ability to manage the efficient use of resources, assets and equipment allocated to the team 
· Answering telephone calls, emails and other messages and providing accurate information 
· Initiation of correspondence 
· Use of computer software including O365  
· Willingness to learn new skills and undertake training as required. 
· Good interpersonal skills; sensitive to the needs of others, with an assertive and mature attitude 
· Be accurate and be able to deal sensitively with problems or enquiries and redirect issues when required. 
· Excellent communication skills with people at all levels, both in writing and verbally 
· Able to adhere to work targets and meet deadlines. 
· Ability to work on own and prioritise own workload. 
· Willingness to work early mornings, evenings and weekends as required. 
· Able to provide a welcoming and professional reception service for visitors.  
· Able to meet the criteria specified in the Behavioural Framework 
· Evidence of Continual Professional Development  
 
Preferred skills:   
· Health and safety requirements linked to the use of public facilities. 
· Knowledge of community safety issues 
· Experience or knowledge of marketing and communications 
· Experience or knowledge of education sector especially schools 
· Knowledge and experience of website content management systems 
· Administration of visitor facilities 





	
Qualifications


	
Essential
· 

Desirable
· Basic Health & Safety 





	
Level of DBS required (eg: Basic, Standard, Enhanced, Enhanced with Barred List)


	
Enhanced
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