
 

 

 

 

Position Title: Outreach Information Assistant 
Reporting To: Customer Services Manager  
Hours: 37 Hours per week  
Contract: Permanent  
Salary: £19,000 - £21,000 
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 Outreach Information Assistant to 
outreach services into our communities, connecting people to a range of services, including 
information and advice. This will include working on the BBO Support into Employment 
programme, and the role will promote and market this service. The BBO Project is funded by the 
National Lottery Community Fund and the European Social Fund.  
  
The role requires someone that has a broad knowledge of the services that are available to 
disabled people.  
 
The person will need to be empathetic, highly organised, and possess excellent communication 
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:  

• Providing first-line support through our contact centre, and in the community to our 
services-users  

• Providing information to residents throughout Bedfordshire, Luton, and Milton Keynes  

• Liaising with other information and advice providers, both nationally and locally  

• Refer and signpost clients to wider support within the Disability Resource Centre  

• Monitor leaflet and merchandising levels  

• Being aware of what is happening in the community  



• Provide a point of liaison to internal and external organisations  

• Develop and maintain relationships with local organisations  

• Attend local events and fairs 

• Arrange regular drop in and group sessions within the community  

• Provide group presentations to stakeholders and residents  
 
Data Management  

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

• Maintain hard copy and electronic records  
 
Marketing and PR  

• Promote and market the DRC services  

• Produce case studies, marketing material, and good news stories  
 
Other  

• Undertake other tasks and responsibilities appropriate to the role  

• Promote and comply with DRC policies and procedural requirements with special emphasis 
on Health and Safety, and safeguarding and equal opportunities policies 

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

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

• Able to communicate appropriately at all levels with participants, agencies, and employers  

• Able to work to set deadlines and key performance indicators  

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

• Excellent communication skills 

• Able to maintain records for funders, auditors, and the Disability Resource Centre  

• Ability to prioritise own workload  

• Experience of working with participants affected by disability or long-term health conditions 
is desirable  

• Experience of working in the charitable, voluntary or community sector is desirable  

• Experience of working on training and employment programmes  

• Experience of working on funded programmes is desirable  
 
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

