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Derbyshire Alcohol Advice Service
Job Title: STAND TO   “HUB” /admin worker. 
Accountable to: STAND TO Project Lead/ Manager
Reporting to: HUB Manager
Based at: Dents Chambers, Chesterfield
Salary: Scale :  4  point: 18:  £17161   pro rata – Pension  contribution 6%. 
Holidays 25 plus statutory (pro rata).

Purpose: To provide a dedicated telephone response to ex veteran enquiries and referrals to the Derbyshire Recovery Partnership through the Derbyshire Countywide Substance Misuse Referral Hub. To provide initial telephone triage assessments providing a motivational brief intervention to callers where appropriate and advice and information to veteran family members and referring agents.  Based on agreed care pathway criteria, where appropriate  refer clients into the STAND TO veteran alcohol support service provided by DAAS. Providing an efficient administrative role to the STAND TO team is also a requirement of the post. An in-depth understanding of the wider recovery network of support available to veterans and their families will also be required.

Full telephone and Brief Intervention training will be provided to the appropriate DANOS units.  (National Occupational Standards for Drug and Alcohol Services)

	Job description/task

	· Provide a high level, professional and informative customer focused telephone response to callers to the service, including those affected by substance misuse, their families  and carers
· Provide Brief motivational interventions to veterans and affected family members who contact the service for support
· Provide a first line response to professionals seeking advice regarding referrals/referral pathways and the STAND TO project. 
· Have a clear understanding of the requirements of Information Governance ensuring policies and protocols are observed at all times and that professionals and clients who call the service are aware of how the information they provide will be used and shared.
· Provide appropriate signposting to other veteran services as appropriate including substance misuse recovery  group work and support 
· Input accurate data to include requirements of NDTMS data set on the SystmOne NHS data base for those STAND TO clients referred into DRP 
· Maintain BOMIC  records and excel STAND TO  allocations spreadsheet
· Prepare STAND TO client files and ensure appropriate filing and archiving of these
· Complete initial triage assessment referral  forms  transferring all data accurately onto the S1 client data base for appropriate referrals
· Allocate  clients to key workers through an agreed appointment slot process on the SystmOne data base and STAND TO referrals to the appropriate STAND TO project worker 
· Log all calls and brief interventions made as required for statistical reporting purposes as directed by HUB manager
· Manage a STAND TO client and professional contacts information data base
· Send out appointment letters, standard letters and agency leaflets in accordance with service policies and procedures and IG requirements
· Carry out general administrative support tasks where appropriate 
· Prepare marketing, promotional packs etc relating to the project
· Manage stocks of leaflets and information relating to the STAND TO project
· Attend HUB briefing and team meetings
· Undertake any training which is required in order to carry out duties in line with this job description
· Take part in personal development and line management supervision
· Be flexible to  meet the needs/requirements of the service.

The above job description meets DANOS units: AA1,AA3,AA4,AA5




































PERSON SPECIFICATION:                     STAND TO  HUB/Admin worker
	
	Essential 
	Desirable

	Qualifications



	· GCSE English and Maths  
	·  ICT ECDL qualification
· Telephone/Counseling skills 
 

	Experience
	· Working in  an administrative capacity 
· Client or patient data base input
· Providing initial telephone response
· Working under pressure to meet deadlines
· Filing and photocopying
	· Identifying and responding to a range of referral agents and professionals i.e. GP, Probation services etc.
· Responding to  
callers/clients/patients by phone or in person.
· Data base/information input (preferbly within an NHS setting ie SystmOne)


	Skills/ knowledge
	· Understanding of issues affecting people with alcohol problems
· Knowledge of safeguaring issues
·  Ability to work to agreed policies procedures 
· To have  excellent written,verbal communication and telephone skills 
· To be conversant  with   basic excel spreadsheets 
	
· De-escalation skills
· Knowledge and Application of Information sharing protocols
· Knowledge of military/armed forces
· Ability to process complex information under pressure 
· Ability to remain calm and supportive to callers who may be distress

	Attributes
	· To be self motivated
· To be sensitive  to the needs of callers
· To be non-judgmental
· To be flexible to the needs of the service

	· To be able to multi task and work under pressure
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