The Raylor Centre
James Street
York
YO10 3DW
P: 01904 891 627
E: roni.robbins@yorkneighbours.org.uk
Dear Applicant,
Thank you for your interest in this role.
Join our team!
Are you seeking an opportunity to work in a role which makes a real difference to the lives of others,
contributes to your community and offers you a thriving work environment?
York Neighbours is now recruiting an Assistant Coordinator who will support the day to day
operational requirements of the York Neighbours’ office.
Who are we?
We are a small local charity who support people over the age of 65 years living within the City of
York.
What we do?
We aim to reduce social isolation for people over 65 within the City of York and support them in
retaining their independence. We do this in three main ways,
 by providing help with practical one off tasks such as changing a light bulb, putting a shelf
up, or helping with shopping especially when someone has just returned from hospital;
 by providing a regular phone call to help to reduce loneliness;
 and we organise one off and group outings, helping to reduce social isolation.
This is either a full-time or part-time opportunity for up to 36 hours per week supporting the
Coordinator in the key responsibilities outlined below.
Please have a look at the job description and person specification to learn more about the role and
then head to our application form to apply.
Thank you once again for your interest in this role and I hope we will receive an application from
you. Please do not hesitate to get in touch if you have any questions about the role.
Kind regards,

Roni Robbins
Coordinator

Application deadline: Friday 1st July 2022
Interviews on: Friday 15th July 2022

Job Title:

Assistant Coordinator

Salary:

£20,833 FTE

Hours:

up to 36 hours per week (Full-time or Part-time)

Duration:

Permanent

Location:

York Neighbours
The Raylor Centre, James Street, York, YO10 3DW

Reporting to:

Coordinator

Management responsibility for: Volunteers when/if necessary
Main purpose of the job: The Assistant Coordinator will be responsible for the day to day
operational requirements the York Neighbours’ office, and the service offered to people
over the age of 65 years living within the City of York. This will include providing information
and guidance to both service users and volunteers as well as promoting best practice.
Duties and responsibilities:
Service Users:









Accept referrals and arrange or conduct initial assessment visits to potential service
users (known as ‘Neighbours’) either in their own homes or on the telephone to
assess the needs of the Neighbour, ensuring they have a full understanding of the
services available and making and recording risk management decisions.
Oversee the safe running of all volunteers offering help with practical tasks, social
events and activities, supporting volunteers and addressing any concerns raised
about Neighbours.
Contact Neighbours following a visit or outing and ensure regular contact with all
Neighbours is maintained, using the agreed assessment procedures to monitor
quality of provision, Neighbour satisfaction levels, the impact of provision and to
identify any needs not being met.
Work with the other Assistant Co-ordinators to arrange and organise occasional
group outings, including a comprehensive risk assessment for each event.
Collect Neighbour's feedback to assist with the future development of the service
and the requirements of funders.
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Volunteers:








Assist with the management of the overall service provided by the volunteers to
ensure the implementation of good practice in accordance with York Neighbours’
policies and procedures, including Health and Safety, Insurance and Safeguarding
Adults.
Work with the Coordinator to publicise ongoing volunteer opportunities, liaising with
feeder organisations e.g. University of York and York CVS.
Assist with all volunteer recruitment – to include an initial interview, obtaining
references and ensuring DBS checks are received and kept up to date.
Ensure that the Coordinator is kept informed of all volunteers’ training requirements
and that these are met either by York Neighbours, or by arrangement with other
agencies.
Ensure that all volunteers have regular and ongoing opportunities to share
information and advice to contribute to the future development of the service.

Day to Day Management:











Work with the Coordinator and Assistant Coordinators to organise the effective and
appropriate use of office volunteers.
Undertake training/induction of volunteers.
Together with the Coordinator ensure the safety of Neighbours, volunteers and staff
colleagues through ongoing management of risk in all aspects of the service.
Work with the Coordinator and Assistant Co-ordinators to ensure the safe handling
and administration of donations, expense claims and petty cash etc.
Work with the Coordinator to oversee the recruitment, training and support of
volunteers.
Ensure and maintain confidential records for Neighbours and volunteers.
Liaise with other appropriate statutory and voluntary bodies to maximise support for
Neighbours.
Maintain up to date records for monitoring, evaluation and funding agreement
purposes.
Assist with the promotion of York Neighbours through a variety of in-person events
and social media channels.
Receive appropriate training and development as required.

Undertake any other tasks commensurate with the post. This is not a complete statement
of the duties and may be amended in the light of changing needs of the organisation after
consultation with the post holder.
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Person Specification: Assistant Coordinator

Essential

Desirable

How
Assessed*

1. Abilities, Values and Personal Attributes
1.1 A demonstrable commitment to the values of York
Neighbours



AF/INT/R

1.2 An understanding of and commitment to the role of
volunteers and service users within the organisation



AF/INT/R

1.3 Positive work ethic: professional, enthusiastic,
dependable, conscientious, flexible and self-sufficient



AF/INT/R

1.4 Supportive manner: Enthusiastic, encouraging,
understanding and with the ability to remain patient,
calm and supportive while helping others through a
process



AF/INT/R

1.5 The ability to work with diverse communities, and to
be able to deal tactfully but assertively with a wide
range of individuals



AF/INT/R

1.6 The ability to work under pressure and to manage the
conflicting demands on the role



AF/INT/R



AF/Cert

3.1 Computer literate with the ability to use a variety of
software packages



AF/INT/R

3.2 Quick to understand new software



AF/INT/R

2. Qualifications
2.1 GCSE Grade A-C in English and Maths (or equivalent)
3. Skills & Knowledge

3.3 Prior knowledge of York’s Voluntary and Community
Sector
3.4 A good understanding of volunteer recruitment and
management processes including DBS and
Safeguarding, training, hours monitoring, recognition,
processes etc.
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AF/INT/R

AF/INT/R

Essential
3.5 Excellent communication and interpersonal skills,
both oral and written
3.6 Excellent attention to detail

Desirable

How
Assessed*



AF/INT/R



AF/INT/R

4. Experience – we would expect you to be able to meet at least some of the desirable criteria
4.1 Demonstrable experience recruiting and managing
volunteers



AF/INT/R

4.2 Demonstrable experience working with older adults



AF/INT/R

4.3 Demonstrable experience in delivering training



AF/INT/R

4.4 Demonstrable experience creating resources e.g.
documents, guides and videos



AF/INT/R

4.5 Experience using CRM systems as well as platforms
such as Be Collective, Mail Chimp, WordPress



AF/INT/R

5. Other Requirements
5.1 Able and willing to work occasional early mornings,
evenings and weekends



AF/INT

5.2 Ability to travel efficiently within the city and
occasionally wider afield



AF/INT

* Key to how skills are assessed AF = Application Form INT = Interview AT = Assessment/Task
exercise R = References CERT – Certificate of qualification
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Adopted: 16/05/22
Review Date: 16/05/23

YOUR DATA - GUIDANCE FOR CANDIDATES
When York Neighbours recruits colleagues, personal data is collected, stored and processed
accordingly to manage, administer and support, both their application and the resulting potential
employment relationship. This document aims to provide further detail to candidates applying to
work at York Neighbours about how their data is handled, stored, processed and eventually deleted
during this process. We aim to be completely transparent regarding our use of personal data in
accordance with candidates’ privacy rights, hopefully ensuring they feel confident to share such data
with York Neighbours.

Contents
1.
2.
3.
4.
5.

The legal framework
What data is collected by York Neighbours during my application?
How is this data stored?
Who has access to this data?
How long is my data held by York Neighbours in the event I am not successful in my
application?
6. What are my rights in relation to my data held by York Neighbours?
7. How can I raise a concern?
1. The legal framework
York Neighbours is committed to protecting the freedom and privacy rights of all individuals who
express an interest to come and work with us. Therefore, all candidate and colleague personal data
is handled appropriately and in line with the requirements of the General Data Protection
Regulation (GDPR) and we ensure that all individuals are aware of their rights under this regulation.
The GDPR requires all processing of data to be justified by what is called a “lawful basis”. This means
that any data that any organisation wishes to process in relation to any individual, where that
individual can be identified from such data, must now have a lawful basis for this processing. A
lawful basis must fall into one of the following categories:
● It is necessary for the performance of a contract (such as an employment contract or a
potential one);
● It is necessary for fulfilling legal obligations (such as defending a claim or investigating a
crime for example);
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● It is in the vital interests of either the data subject or some other person (such as holding
details about blood group types in hospitals);
● It is in the public interest (this could be in the exercise of official authority);
● It is in the legitimate interests of the organisation (this can include ordinary and honest
business practices) In the event that none of the above apply, an organisation will be
required to seek the express consent of the data subject to process their data;
● It is important that York Neighbours identify a lawful basis for the processing of all data
including that that relates to our candidates.
On the basis that candidates are seeking to be engaged in a contract of employment and the
recruitment process is established to consider this, the processing of such information relating to all
candidates is considered as necessary for the performance of such contract. This guidance provides
further detail about the data held, why this is held, how it is stored and our retention policies in
relation to such data.
2. What data is collected by York Neighbours during my application?
In order to register to be considered for employment with York Neighbours, we do require some
standard information as part of the registration process. This includes the following:
● Name
● Contact details including email address
● Whether candidates are over 18 as some roles have been risk assessed and we have made a
decision that colleagues within these roles must be over 18 due to lone working
requirements.
● Details of any unspent criminal records (this is in accordance with the Rehabilitation of
Offenders Act 1974 and helps us to protect both our people and our charitable resources and
funds. Having a criminal record is however not a bar to employment with York Neighbours).
● An application form which will include details relating to work history, experience, skills and
qualifications (it is important that we have this information in order that we can assess
suitability for the post for which a candidate wishes to be considered).
● Equality, Diversity and Inclusion information is requested of all candidates but is not a
mandatory requirement (this is for monitoring purposes only and information is not shared
with hiring managers).
Once this information has been collected and candidates have been selected to attend an interview
or some other form of selection process, managers will then retain information relating to that
process and this may include, where used:
●
●
●
●

Interview notes
Presentation information
Psychometric test results
ID documentation to provide proof of eligibility to work in the UK

Again, this information is necessary to determine each candidates’ suitability for the post they have
expressed an interest in and managers will retain this information until a decision is made and the
recruitment process concludes.
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We are unable to employ any candidate who isn’t able to provide proof of their eligibility to work in
the UK so we are required to process this information to fulfil our legal obligation as an employer.
3. How is this data stored?
Be assured that all data submitted by candidates is held within our secure database. Relevant
managers have access to the roles that are relevant to them and will see all candidate information
that has been submitted as relevant to that role (with the exclusion of the personal Equality and
Diversity data provided).
The Equality and Diversity data is only provided in order to allow York Neighbours to monitor its
recruitment activity and feedback to our Trustees about who we attract to come and work at York
Neighbours. It also allows us to challenge our recruitment and selection methods to ensure that we
are reaching out to a diverse pool of candidates and that there is no unconscious bias creeping into
our processes. This data can only be accessed by the manager and Trustees for that purpose and will
not be accessible to all staff at all, so it doesn’t form part of any decision making both at short listing
and for interview.
From time to time, CVs may be passed internally by email if required but this is via our internal
systems and secure domain.
4. Who has access to this data?
Only the Trustees and those managers responsible for making decisions during recruitment will have
access to candidate information, CVs and supporting statements. Managers may be required to print
some information relating to candidates for interview, such as CVs, however they are advised to only
do this for interview and decision making and to ensure these are confidentially destroyed soon
after, either by shredding or by confidential waste collection. At no time can managers share
information relating to candidates with anyone who isn’t involved with the recruitment decision
making.
Interview feedback will be sent to our Trustees where it will be held securely for the purposes of
providing feedback where requested. Managers will not hold any data, relating to candidates
following the conclusion of the recruitment process.
5. How long is my data held by York Neighbours in the event that I am not successful in my
application?
Regrettably, due to the volume of applications that we receive for our vacancies, if candidates have
not heard from us within 2 weeks of a vacancy closing date they are to assume that their application
has been unsuccessful. We will advise all candidates of the outcome of their application in the event
they are unsuccessful at the interview stage.
We have strict data retention policies at York Neighbours. Retention refers to how long we retain
data and the means by which we destroy it once it is no longer needed. We retain details of all
unsuccessful candidates for a period of 6 months.
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Once this 6 month period has expired, all data held within our system will be deleted confidentially
and any paper copies will be destroyed via confidential waste. Managers are not required to hold
any data during that 6 month period. All retained information is held securely by our Trustees.
6. What are my rights in relation to my data held by York Neighbours?
Under the data protection legislation, we all as “data subjects” have a number of rights in relation to
the data that organisations hold about us. It is important that employers and employees all have an
understanding of these rights in order that we can ensure colleagues and candidates understand
how they can make certain requests and that our management team understand how they can
acquiesce. Those rights that are relevant here are summarised below with some further guidance:
Rectification
Candidates are entitled to ask York Neighbours to deal with any issues with the accuracy of the data
that we hold about them. Therefore, if any individual feels that their data held by York Neighbours is
incorrect in any way, please contact the manager or Trustees in order to make arrangements for it to
be changed. In some cases, this may require further investigation in order to understand how the
error has come about and to help ensure we avoid a similar situation moving forward.
The right to be forgotten
Candidates, along with any other “data subject”, do have the “right to be forgotten” under the legal
framework and this essentially means that we can make contact with organisations who hold data
about us to make a request for them to confidentially destroy such data. We may find from time to
time that candidates wish to exercise this right and this will be further considered on an individual
basis. However, wherever possible, we will endeavour to comply with such a request.
Any requests under this right must be submitted in writing to the manager or Trustees, where they
can be considered further in line with any other requirements to continue to retain such data. We
will endeavour to respond to such requests with full reasons in the event that we are unable to
delete the information held.
Restriction of processing
Often where an individual isn’t able to ask an organisation to erase their data, they may well be able
to ask them to restrict the processing of such data. This means that we may be able to consider how
this data is processed in line with a request, which will also take into account the ongoing
requirements to hold or process that data. For example, a candidate may no longer wish to be
contacted about further opportunities at York Neighbours but is happy for their information to
remain on our system. Again, this request must be put in writing to the manager or Trustees for
further consideration.
Access to your data
All “data subjects” have a legal right to access data that any organisation holds about them. This
right also extends to our candidates. Requests of this nature are to be submitted to the manager or
Trustees at which point the request will be further considered and discussed. The Subject Access
Request Form can be used in order that we can be clear on the request and what is required.
Candidates can request the form from the manager or Trustees.
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In addition to the form, candidates will also be required to verify their identity in order that the
information and data can be shared safely with them. This condition has been applied in order that
we handle this personal data in a safe and secure manner.
York Neighbours will respond to such a request within 28 days of receipt of a Subject Access Request
Form.
There may be some circumstances under which the organisation may need to give further
consideration to such a request and this may be the case whereby the request is potentially
unfounded, excessive or is repetitive. In this event, full reasons will be provided in the event that a
request is declined or a fee is requested due to the circumstances.
How can I raise a concern?
Please be assured that York Neighbours has endeavoured to engage a number of measures with the
aim of preventing any such risks to our colleagues’ and candidates data. Such work and associated
measures are constantly reviewed - as the online environment changes and develops. Unfortunately,
from time to time organisations have found themselves in breach of data protection legislation,
often not through fault of their own however circumstances may arise that can involve unlawful
hacking events or penetration of systems or sometimes unfortunate acts that can have
consequences for our colleagues if this relates to their data. York Neighbours takes a very strict
approach to such events and would always seek to take all appropriate and reasonable measures.
Should you have any queries related to the use of your information, or should you wish to lodge a
complaint about the use of your information, please contact our manager or Trustees on 01904 891
627 or email info@yorkneighbours.org.uk.
If you are still unhappy with the outcome of your enquiry you can write to: The Information
Commissioner, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF - Telephone: 0303 123
1113.

REVIEW OF THIS PRIVACY NOTICE
This privacy notice will be reviewed every 12 months
Privacy Notice Approved: 16/05/22
Date of next review: 16/05/23
Signed by Chair of Trustees:
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