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Job Description  
Duty Worker  
 
 
Job Title: Duty worker 
Reporting To: Service Manager 
Job Type: Permanent 
Hours: Part time (20 hours per week) term time can be considered  
Location: Office-based at the Lower Earley office 
Salary range:  £30-36 per annum (pro-rata for part time) depending on experience  
 
In addition to the above, we offer: 
· Generous annual leave allowance 
· Additional time off at Christmas 
· Regular supervision and clinical supervision  
· Full induction  
· Ongoing wellbeing programme 
· Supportive board of trustees 
 
 
 
The Role 
 
Daisy’s Dream is a charity that supports children and young people who have been affected by the 
bereavement or serious illness of someone close to them. We are a small, locally based organisation with 
big ambitions and as a member of our service team you are able to make a huge difference to the many 
children that require our support each year. 
 
With no day ever the same, our Service Team work in a creative and needs led way, with a diverse range 
of children and young people.  
 
We take phone calls from families and professionals referring children and young people to our service or 
seeking advice. The main purpose of this role would be to take these initial calls, providing support and 
advice as a one-off or a very short, time-limited piece of work; to assess whether we can meet the 
bereavement needs of a child or to signpost to other agencies. This role would support the team of 
Therapeutic Practitioners who work with children, young people and families on a longer term basis. This is 
an office-based role at Daisy’s Dream.  
 
 
Main Purpose and Scope of the Job  

• To be the lead worker managing our duty system, triaging referrals in discussion with the service 

manager to assess and determine if a child can be referred for 1:1 support, group work, social 

events or if it does not meet our threshold for support.  

• To work as part of the Service Team, providing emotional and practical support to children and 

young people affected by bereavement or living with someone with a serious life threatening illness. 

• Occasionally supporting Therapeutic Practitioners in group work for bereaved children. 
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Duties and Key Responsibilities 

• Managing and prioritising competing demands of referrals received from duty to focus support 

where needed the most  

• Answering the phone as the initial contact from Daisy’s Dream to families calling in distress, needing 

support as well as professionals seeking advice. 

• Keep accurate records of all communications with children and families 

• Actively contribute to general priorities of the organisation, to include developing the service offer, 

ensuring written advice is kept up to date, practical resources are kept current 

• To represent and promote the work of Daisy’s Dream to families, schools and other organisations. 

 
 
Person Specification 
 

 Criteria 

Qualifications Desirable to be educated to degree level in a relevant field, e.g. 
Social Work, Psychology, Education, Counselling 
Or At least 5 years of relevant experience 

Skills & Abilities Good communication skills with an ability to form empathic 
relationships with children and adults. 
Ability to answer the phone and speak to families calling in 
distress 
Good assessment and therapeutic skills 
Ability to write and record precise and factual information 
Ability to disseminate information to a range of professionals 
Work confidentially whilst keeping the welfare of children and 
young people central 
Ability to plan and organise your workload 
Good IT skills  

Experience Experience of working on a duty system or managing competing 
safeguarding concerns in a school setting or similar environment.  
Substantial experience of working directly with children and 
families.   
Experience of working with children and young people 
experiencing emotional challenges or trauma 
Experience of supporting children and young people through 
bereavement 

Knowledge Sound knowledge and understanding of children’s development 
Good knowledge of how family dynamics affect children and 
young people 
Knowledge of the impact bereavement can have on children and 
young people 
General knowledge of how a family can be supported through 
difficult times 

Personal Attributes & 
Other Requirements 

This role is office based requiring you to work 3 days a week at 
Daisy’s Dream. 
Driving license and access to a car for occasional home or 
school visits 
Must be self-motivated 
Although regular supervision is part of working at Daisy’s Dream 
you will need to be aware of, and able to manage own response 
to, working with those affected by serious illness and 
bereavement. 
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To apply, please submit your CV along with a personal statement specifically outlining your suitability for 
the job in relation to the personal specification and job description. 
Whilst we know that AI is a huge time-saver we really want to hear your voice so please avoid using this 
technology if at all possible. 
 
Deadline for applications is Monday 14th September. 
 
As we receive applications, we will shortlist and notify candidates as quickly as possible, so early 
applications are encouraged. Interviews will take place on Wednesday 23rd September.  

 
 
 
 


