North Northants Council – Job Description

	Control /Clerical Assistant



	Service Area:            Housing: Landlord ServiNeighbourhood Pride – Supported Housing 


	Reports To:                         Support Services Manager  


	Responsible For:              Effective Emergency Alarm Responses 


	Scale:              5                                             Post Number: 332016541




Overall Job Purpose:

Responsible to the Support Services  Manager for the provision of a comprehensive and reliable service for Control Centre operations, for both the Community alarm system and for the care of the frail, elderly and disabled clients linked to the service.

To provide an efficient out of hours emergency service, to all tenants of the borough together with maintaining records and clerical duties.


 Key Tasks
1. To respond to calls made to the Control Centre and ensure the appropriate action is taken

2. To provide reassurance, advice and help to the user of the system in a courteous and sympathetic manner

3. To direct the Mobile Support Workers  to ensure the appropriate action is taken during visits and in emergency situations

4. To maintain links with appropriate officers of the council, Social Services, Area Health Authority, GP’s and other agencies in order to deal with residents and users of the Vitalink service and alert the agencies to their needs

5. To operate the control centre and other ancillary equipment and identify reportable repairs to the provider of the equipment

6. Responsible for maintaining up to date information on the Control Centre database and produce monthly information as required by the Support Services Manager.

7. To be responsible in the absence of the Support Services Manager for the efficient day to day running of the Control Centre and mobile responses

8. To provide reports as required for the Support Services Manager and other agencies to ensure the effectiveness of the service

9. To attend meetings in relation to working partnerships, to ensure the well being of residents
10. Responsible for providing a comprehensive out of hours emergency repair service for the borough and direct the appropriate services in emergency situations

11. Provide statistical reports for the  Management Team and maintain full records of action taken in emergencies

12. To carry out general clerical duties as required

13. To cover staff holidays and sickness as requested and mobile duties as required

14. To facilitate the Councils Civil Emergency Plan as required

15. To undertake any reasonable allied duties as instructed in the context of the Service’s responsibilities

This list contains the main duties and responsibilities of the post holder but it is not an exhaustive list


Additional Information / Local Agreements attached to this post

E.G:  
Post is subject to DRB clearance


Post holder must hold a valid driving licence (with no more than 6 points)


The postholder will be based at the Control Centre and will be expected to 

work on a shift basis


I have read and understood the job description and sign to accept the above terms and conditions of employment.

Employee Signature





Date:
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