


TOUCHSTONE

JOB DESCRIPTION

BUSINESS SUPPORT OFFICER – Crisis Support Services

Grade:			TSP (2024) points* 12 – 17 starting at £28,267.99 pa 
Hours:			37 hours per week 
Responsible to:	Head of Crisis Services
Employing body:	Touchstone – Board of Trustees
Location:	Wakefield as well being required to travel to other Touchstone bases across Leeds and Kirklees. 

*Any increase in pay point(s) will be reviewed on annual basis based on the financial position of Touchstone and will only be awarded on this basis. Your pay/pay point will not automatically increase.

You will be required on occasions to work outside normal office hours. 

The post holder may be required to work at other Touchstone sites, in line with organisational need.

PURPOSE OF THE JOB
	Our Crisis Support Services provide out of hours support 365 days a year to individuals aged 16yrs+ across Kirklees, Leeds, and Wakefield who feel they are struggling to cope and may be experiencing thoughts of self-harm or suicide. The service takes referrals in a variety of ways and can provide in person or phone support within 24hours of receiving a referral. This means our services must be responsive, accessible, inclusive, and have appropriate systems, and facilities to meet the needs of a range of diverse individuals experiencing distress. 

This role is responsible for ensuring quality business support is provided to the Head of Crisis Services, Management Team, and wider workforce within Touchstones’ Here For You Services to support the delivery, evaluation, and improvement of services which contribute to service growth and sustainability. This will include direct liaison with commissioners, senior management, stakeholders, and service users, to respond to queries appropriately and promote the service. 

This role will also provide administration support to senior management, recruitment support, data analysis, and ensuring effective systems and administration processes are in place. This will include contributing to the development of systems and digital applications that support service promotion, delivery, monitoring, and evaluation  

This role will require the post holder to uphold the health and safety requirements of facilities working with other managers, and support with the roll out of digital improvements in line with service needs and under the direction of the Business Change Manager. 

ROLE REQUIREMENTS

1. To support the recruitment, selection, and interview process, including preparation and placing of job adverts, responding to queries in the relevant email inboxes, preparing and ensuring the quality of recruitment information, preparing the sending relevant letters, and ensuring compliance with employment law and Touchstone’s Recruitment and Selection procedure.

2. To liaise with commissioners and stakeholders to support Service Managers and the Head of Service to maintain positive partnerships across the localities the service operates across.

3. To lead on the effective day-to-day running of business support for Here For You - Wakefield, Leeds and Kirklees, ensuring effective and appropriate systems and resources are developed, implemented, maintained, and monitored to support the work of the team and adapt to service growth. 

4. To support Managers with the resourcing of suitable rental premises and re-location of other Touchstone Crisis Support Services as and when required in line with service growth.

5. To support management of systems, Microsoft Teams channels, folders and files, including assisting in managing security of the system in line with GDPR and Information governance, in relation to the storage, retention, access controls, and accurate recording of sensitive data. 

6. To lead on training new users on how to use systems and supporting the onboarding of existing staff to any new systems and digital applications the service requires (this will include databases, Microsoft applications, and telephony systems such as BT Cloud works).  

7. To service and minute team meetings, organisational meetings, Board and committee meetings, and confidential HR meetings, including booking of rooms, preparing refreshments and papers, and acting upon any follow up actions.  Meetings may take place within and outside normal office hours.

8. To be responsible for ensuring that administration duties meet key performance standards and the needs of the service. 

9. To ensure accurate data input and analysis are undertaken to given deadlines and accurate statistical and management information is produced in an accessible format.

10. To be responsible for ensuring money and financial information in the form of purchasing requests and invoices are dealt with accurately and effectively, including reconciliation, monitoring, updating, and dealing with any discrepancies with the support of Touchstone Finance Team.

11. To action and oversee the completion of building and IT repairs, in liaison with Managers at all levels.  

12. To assist in maintaining health and safety procedures, e.g. records are maintained, such as building and risk assessment records.

13. Manage the services’ digital communication channels, working with team members to create content and updating the platform as directed, to maximise engagement and ensure all content is accessible and inclusive.

GENERAL

1. To work at all times as part of a team. This includes working with other staff (who may be employed by different organisations), attending team and staff meetings and developing a teamwork approach to all aspects of the organisation's work.

2. To undertake out of hours work as required by the service.

3. To be inducted, performance managed and appraised in line with the organisation’s performance management policies and procedures.

4. To be responsible for personal learning and development where appropriate and undertake training, both mandatory and optional, to increase knowledge, skills and awareness.

5. To be aware of and apply the principles of Trauma Informed Practice. 

6. To be aware of and employ the general practices of Touchstone’s Safeguarding, Risk Management and Health and Safety policies and ensure these are adhered to at all times. 

7. To implement the Organisation’s policies, procedures and practices and, to comply with the aims of Touchstone at all times; to be committed to and implement Touchstone’s Equal Opportunities Policy and to promote this with staff.

8. To ensure information is dealt with in accordance with Touchstone’s policies around Confidentiality, Communications, Internet, Email and Telecommunications and steps are taken to ensure that confidential information is secure e.g., service user data. 

9. To comply with Data Protection, Complaints Handling and Corporate Governance requirements.

10. To undertake any other duties as directed by your line manager, in line with the responsibilities of this post.
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