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Eldercare – Control Centre Operator


	Job Description
	Control Centre Operator

	Company:
	New church Housing Services Ltd, TA Eldercare

	Salary:
	Variable dependent of shift pattern

	Responsible For:
	N/A

	Responsible To:
	Control Centre Manager

	Job Description:
	Roles and Responsibilities:

· Saturn call answering within the ASAP guidelines

· Communicating with colleagues, customers and service users in a professional, courteous and efficient manner at all times.

· To assess the situation quickly over the telephone and take the appropriate prompt action.

· Recording of all actions taken, in the appropriate manner.

· Working at all times in accordance with Eldercare’s internal policies and procedures.

· Highlighting problems, faults and issues to the Control Centre Manager and where relevant, suggesting improvements. 

· Liaising with the data administrator to ensure data is up to date and correct.

· Dealing with telephone calls throughout shift.

· Ensuring any necessary information is passed onto the next shift.

· Keeping up to date with changes in policies and procedures, which staff will be notified of by the control centre manager.

· To prioritise workloads (eg telephone and Saturn calls) as appropriate.

· To identify own areas of development and seek out opportunities to learn.

· Assist in the covering of sickness and holidays.

· Any other duties as requested by the Control Centre Manager, Team Leader or any Senior Manager.



	Closing Date:
	

	Job Reference:
	

	For an informal discussion please contact:
	Heidi Petersen



	Additional Information:
	


