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Job Description:  Advocacy Support & Triage Worker 

 
Hours:  37 hours per week.   
 
Salary:  NJC points 11 – 13.  Starting salary point 11, £21,166.  

 
Reports to:   Senior Advocate.  
 
Location:  The role will be based at Albany House Kingsway Hospital 

Derby, with occasional travel to our other offices within 
Derbyshire or attending training and meetings within Derbyshire.   

 
Confidentiality: In the course of the work, the post holder may have knowledge 

of, or access to information, which is confidential. It is essential 
that this confidentiality is respected at all times and that all work 
is carried out within the context of Derbyshire Mind’s 
Confidentiality Policy. 

 

Job Purpose 
 
To provide a professional and accessible first response to clients and others 
contacting Derbyshire Mind. 
 
To respond effectively and efficiently to all enquiries. 

 
To provide appropriate service information and signposting. 
 
To provide low level advocacy support by telephone or email. 
 
To record all enquiries and referrals on a client management database. 
 

To prioritise and allocate referrals on behalf of, or in the absence of, the relevant 
responsible manager. 
 
To maintain accurate records in line with Derbyshire Mind Policies and Procedures. 
 

To update and maintain content on Derbyshire Mind’s website.  
 
To undertake general administrative tasks and provide administrative support to the 
Senior Management Team as required. 
 

Main Duties and Responsibilities 
 

1. To respond to contacts from clients and others enquiring about Derbyshire 
Mind services in accordance with guidance, policies and procedures. 
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2. To explain the types of advocacy available, both statutory and non-statutory. 

 
3. To obtain sufficient information to triage referrals against eligibility criteria and 

referral and prioritisation policies. 
 

4. To assist referrers in completing any necessary paperwork or referral forms. 
 

5. To provide low level advocacy support by telephone or email. This may 

include contacting other professionals on behalf of the person, writing a letter, 
providing information or signposting, referring on to an appropriate advocate 
where necessary. 

 
6. To keep accurate and up to date electronic case records on our case 

management system including details of all client contact, upload relevant 

reports and documents and accurately record time spent on each action. 
 

7. To ensure accurate and timely communication of messages. 
 

8. To proactively manage waiting lists where necessary. 
 

9. To carry out general administrative tasks and to provide administrative 

support to advocates and managers as required. This may include but is not 
limited to arranging appointments, taking minutes, room bookings, scanning 
and uploading of documents and reports, or ordering resources and 
equipment. 

 
10. To be responsible for dealing with correspondence and administration with 

minimum supervision. 
 

11. To contribute to high quality front of house standards for all individuals 
contacting or visiting Derbyshire Mind. This will involve carrying out reception 
duties for people contacting the organisation at the Kingsway site and at other 
sites if required. 

 

12. To liaise and communicate effectively with a range of clients, health and social 
care personnel and the general public. 

 
13. To prioritise work to meet the needs of clients and comply with required 

timescales.  
 

14. To identify any conflicts of interest associated with cases and help ensure 
they are appropriately managed.  

 
15. To identify any risks in delivering the service and comply with risk 

management procedures. 
 

16. To meet the requirements for internal and external monitoring and evaluation. 
 

17. To update and maintain content on Derbyshire Mind’s website when required.  
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Personal Development 
 

1. To undertake training as required or considered appropriate for the post. 
 
2. To actively participate in regular supervision sessions and team meetings. 

 
3. To participate in Individual Performance Review and Personal Development 

plans and to undertake training and development as identified. 
 

4. To attend meetings and represent the service as required. 
 
General 
 

1. To maintain a professional and confidential approach to work at all times. 
 

2. To work in line with Derbyshire Mind policies, procedures, codes and 
guidance, including in relation to health and safety, confidentiality, 
safeguarding, data protection and equal opportunities. 

 
3. To actively promote the aims and principles of Derbyshire Mind and take part 

in any Derbyshire Mind activities as directed. 
 

4. To maintain the confidentiality of any information gained during employment 
with Derbyshire Mind at all times. 
 

5. The post holder will be required to occasionally travel to sites across 
Derbyshire. 
 

This job description may be subject to joint review from time to time between the 
post holder and Derbyshire Mind. 


