Job Description

Refuge Liaison 
Clare Haven Services
Job Title:

Refuge Liaison 
Reports to:

Manager of Services
Location:

Clare Haven Services, Ennis Co. Clare 

Organisational Overview
Clare Haven Services, is a voluntary organisation which provides a wide range of support services to women and children subjected to domestic abuse. Clare Haven Services promotes the rights of women and children to live and grow in a peaceful, non-violent home environment.

Purpose of the Role
The refuge Liaison will support the day to day running of the refuge to ensure a safe, welcoming and well-maintained environment for residents. The role includes oversight of Clare Haven refuge buildings & operations, liaison across teams, providing IT & data support, health and safety compliance. The Refuge Liaison will work collaboratively with colleagues and relevant external partners to support the effective delivery of services. 
Key Areas of Responsibility:
Team Support and Co-ordination. 
1. Develop and contribute to a good working relationship in the organisation. 

2. Act as interdepartmental liaison to ensure open communication across teams. 

3. Support induction and mentoring of new refuge staff. 

4. Participate in team meetings, training and development activities. 

5. Promote and support staff wellbeing and a positive trauma aware workplace culture. 
6. Assist in fundraising and event tasks as required.
I.T. and Data Records:

1. Provide support to the IT and Data Administrator.

2. Collate and maintain statistical data as required in relation to service users in accordance with agreed procedures as required by the service. 

3. Maintain systems for maintaining files and records as appropriate to the needs of the service and ensure that all records are kept up to date in a manner which makes the information accessible as and when required while also adhering to data protection and GDPR requirements. 

4. To provide administrative back up to the refuge and oversee administration tasks related to eSafe

Facilities and Maintenance Oversight. 

1. Ensure refuge rooms and communal spaces are checked, maintained, and ready for admissions. 

2. Support orientation of new clients (basic supplies, safety information and building orientation, linking with client support). 

3. Support discharge of clients (cleaning supplies, room checks) 

4. Carry out regular walk-throughs of the building to identify and address basic Health & Safety or facilities issues. 

5. Liaise with management and contractors for maintenance or emergency issues. 

6. Maintain oversight and inventory of stock, supplies, and safety equipment; liaise with reception/accounts for ordering, invoicing and relevant administration as required. 
7. Respond to non-case specific client queries and provide essential supplies as required, both within the refuge and housing. 

8. Serve as the link between night staff and day staff to ensure continuity and to delegate relevant daily tasks as needed. 

Health and Safety:

1. Ensure best practice in relation to standards of health, hygiene and safety are maintained at all times. 
2. Follow safety arrangements in relation to facilitating access to and maintaining the security of the refuge/office.
3. Ensure Fire Health and Safety regulations are adhered to. 
4. Carry out risk assessment and ensure that satisfactory measures are in place to identify and address any potential risks relating to health and safety of the refuge
5. Conduct and record routine Health & Safety checks, including fire safety, visitor orientation and first aid supplies. 
6. Participate in the development and oversee the implementation of Personal Emergency Evacuation Plans where required
Administration & Reception Cover:
1. Co-ordinate refuge reception cover.
2. Support all general administrative tasks related to refuge operation

Policies and Procedures:
1. Ensure that policies, procedures and practice guidelines are adhered to at all times.

2. Promote policies and procedures and ethos of Clare Haven Services working with residents and staff.

3. Adhere to practice guidelines to ensure consistent and professional service. 

Confidentiality:
Observe the highest ethical standards and treat all service users equally and fairly, respect their confidentiality and maintain confidentiality on all matters relating to Clare Haven Services.

