
 

 

 

Position Title: Information and Advice Lead  
Reporting To: Customer Services Manager  
Hours: 37 Hours per week  
Contract: Permanent  
Salary: £26,000 - £28,000  
Application deadline: 15/05/2022 
Start Date: Immediate Start 
 
The Disability Resource Centre is an award-winning charity helping people affected by disability or 
long-term health conditions. We are an independent organisation and a registered charity that has 
disabled people at the centre of its decision making.  

Our Purpose  
Working with the community to support anyone with a disability or health condition.  
 
Our Vision  
The first choice for creative solutions to health and disability challenges.  
 
Our Mission 
The Disability Resource Centre is here so that disabled people and their families have somewhere 
to turn if they feel alone and need help in any situation. We want all disabled people, those with 
long term health conditions, and their carers to know that we are here to support them.  

We are proud to be a Disability Confident Leader  
 
Are you a people person with a passion for customer service?  
The Disability Resource Centre is currently looking for an Information and Advice Lead to 
coordinate the day-to-day activities of the Disability Advice Services.    
 
The person will need to be empathetic, highly organised, and possess excellent leadership skills, 
with a commitment to equal opportunity issues and practices.   
 
A proactive, flexible attitude is key.  
 
Your main duties will include, but are not limited to:  

• Responsibility for the day-to-day leading of frontline advice services including equipment, 
retail, and hire  

• Developing the advice services provision, whilst ensuring the quality of our delivery   

• Responsibility for training and supervising staff and volunteers  

• Contribute as required to monitoring and evaluating the range of information and advice 
services  

• Assist in the delivery of the service   

• Liaise with local and condition specific organisations  

• Engage service-users through community engagement  

• Engage with DRC departments to ensure a seamless service for service-users  

• Continue to develop disability peer support groups  

• Ensure accurate inputting of data and reporting using a CRM system  
 

 
 



Line Management  

• Ensuring the Disability Advice Service is fully covered, managing absence including 
providing cover for staff  

• Ensure staff are appropriately trained and mentored, with access to continuous professional 
development  

• Ensure staff work towards our Code of Ethics, Customer Service Standards, and follow the 
guidance within our staff handbook  
 

Data Management  

• Adhere to Data protection, data retention GDPR and Freedom of information requirements  

• Ensure the database and service-user records are accurate and up to date  

• Present monthly management data  

• Produce monthly project reports with progress against targets, activity, and future action  

• Ensure that auditable records are accurate and up to date  
 
Marketing and PR  

• Promote and market the DRC services 

• Represent and contribute to external meetings  
 

Other  

• Undertake other tasks and responsibilities appropriate to the role  

• Produce planned and ad hoc reports as agreed with line manager  

• Always comply with the DRC confidentiality and data protection policy  
 
Skills  

• At least two years’ experience working in the charitable, voluntary or community sector  
• Strong leadership and management skills  

• Experience of working with service users who require the support of our services  

• Experience of engaging people through community liaison  

• Possess relationship management experience with stakeholders such as suppliers and 
referral organisations  

• Excellent IT skills including Microsoft Outlook, Word, Excel, and PowerPoint. 

• Experience of using Microsoft Dynamics is desirable  

• Able to gain a rapid understanding of our strategic plan and promote the aims in a positive 
manner  

• Proven experience in programme development and delivering projects to deadlines  

• Understanding and empathy with the needs of a wide range of people facing multiple 
barriers to employment and financial wellbeing  

 
Person 

• Able to travel across Bedfordshire, Luton, Milton Keynes, and surrounding areas  
 

You should be able to provide evidence of having dealt with the key areas, and as a Disability 

Confident Leader we welcome people who have lived experience of disability.  

To apply: please submit your CV and Cover Letter to jobs@drcbeds.org.uk  

 

The Disability Resource Centre welcomes job applications from 

disabled people, carers, or those with an interest in disability issues. 

The Disability Resource Centre operates a Guaranteed Interview 

Scheme for any person with a disability who meets the essential 

criteria of the Job Profile 

mailto:jobs@drcbeds.org.uk

