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Age UK Sheffield

Information and Advice Service Manager   Ref:IAM726
Accountable to

Head of Operations 
Employing Authority

Age UK Sheffield 

Salary


 £30k-£33k
Office base



Eyre Street, Sheffield
As part of the role, the post holder will be expected to work with customers in the office and their own homes,  attend meetings in a wide range of public venues, anywhere in Sheffield. This role might involve occasional travel regionally or nationally.  
Purpose of post

· To manage the Information and Advice Service including a team of Information and Advice staff and volunteers
· To ensure Advice Quality Standards are met across the organisation as appropriate

· To provide technical support in relation to advice and keep up to date on changes in legislation that may impact on the delivery of advice
· To manage a caseload of customers, many of whom have complex needs

· To support the Head of Operations in coordinating, delivering, monitoring and developing Age UK Sheffield’s services 
· To showcase and promote Age UK Sheffield services and approach to potential funders, commissioners and health and social care professionals
Responsibilities
1. Day-to-day management of the Information and Advice Service 
2. Work closely with the Independent Living Service to provide a seamless holistic approach for older people
3. Ensure compliance with contractual requirements, standards, policies and procedures within the Information and Advice Service, including health and safety and safeguarding procedures
4. Ensure compliance with organisational quality standards adopted by Age UK Sheffield (IAQP, Advice Quality Standard, Quality of Advice Standard [QAS], ISO9001)
5. To provide technical support in relation to advice and keep up to date on changes in legislation that may impact on the delivery of advice provision and ensure that best practice is being adhered to 
6. To ensure accuracy of data for completion of monthly and quarterly reports 

7. To undertake supervisions and appraisals as required

8. To attend and represent Age UK Sheffield at external events and meetings as required
9. To fulfil the role of the Information and Advice Officer
10. To regularly identify customers to participate in case studies, evaluation, research, focus groups, media opportunities
11. To lead on specific projects as requested by the Head of Operations
12. To promote, develop and expand Age UK Sheffield services

13. Any other duties requested by the Head of Operations 
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