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Job Title:   Information and Signposting Officer 
 
Salary:    £25,000 + 3% pension contribution  
 
Working hours:   37.5 per week 
 
Contract length:  9 months, fixed-term 
 
Reports to:   Haringey Advice Partnership (HAP) Project   
                                     Manager 
 
Based:   London Borough of Haringey 

 
 
About Public Voice 
 
Public Voice is a Community Interest Company (CIC) with a mission to 
improve neighbourhoods, the lives of the people who live in them and the 
public services they use. 
 
Through our work, we ensure people in the community are heard – bringing 
together diverse voices and including those who find themselves 
marginalised or are rarely reached by service providers. We take a user-
centred, co-production approach to understanding individuals’ and 
communities’ needs, and translate that into meaningful insights for service 
providers in government, public health, and housing. The results are better 
outcomes for residents and service users, more effective and efficient 
services for providers, and stronger and healthier neighbourhoods. 
 
The role 
 
The Information and Signposting Officer is a key role for two of our services 

for the Haringey community: 

• The Haringey Advice Partnership (HAP) has delivered an Information, 

Advice and Guidance (IAG) service in Haringey since April 2022. As one of 

three core partners in HAP, Public Voice provides information and 

signposting for health and social care enquiries. We also undertake 

outreach and engagement activity to identify needs in the community, 

targeting specific community groups who are less familiar with IAG 

services. 
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• Healthwatch Haringey, a statutory service that obtains the views of people 

about their needs and experience of local health and social care services, 

and makes these views known to those involved in the commissioning and 

scrutiny of care services. As part of its remit, Healthwatch Haringey 

provides information and advice to the public about accessing health and 

social care services, and the options available to them. 

 
About You 
 
This is an exciting opportunity to join our Haringey Advice Partnership 
programme delivering information, advice and guidance to the residents of 
Haringey. If you’re passionate about addressing social inequalities and 
understand the important role that information and signposting can play in 
supporting people to manage crises in their lives and maximise financial and 
other support that is available to them then this role is for you. We’re looking 
for a confident self-starter who is able to think and work independently. 
Someone who is a a creative problem-solver with a solution-focused work 
ethic. 
 
Job Summary 
 

• Being the first point of contact, on the phone and over email, for HAP 
referrals and Healthwatch Haringey queries.  

• Take a leading role on developing and providing information on health and 
social care by phone and email, and signposting residents to health and 
social care services and agencies within Haringey.  

• Data entry of all HAP referrals and Healthwatch Haringey queries into the 
Charity Log CRM.  

• Produce regular reports from the Charity Log CRM on HAP referrals and 
Healthwatch Haringey queries.  

• Work with Public Voice teams to identify common themes relating to 
access to, and delivery of, health and social care services.  

• Build strong working relationships with HAP and Healthwatch Haringey 
partners, stakeholders and clients.  

• Contribute to delivering the HAP resident engagement strategy through 
active outreach with local services, community groups and harder to reach 
individuals.  

• Support the team with delivery of engagement activities and events (e.g. 
workshops, consultations, training sessions, etc.)  

• Undertake any other reasonable duties as required. 
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Values and behaviours 
 

• Warmth, empathy and respect for others.  

• Promote equality and value diversity.  

• Able to think and work independently.  

• Be a creative problem-solver and solution-focused. 
 

Equality, diversity and inclusion 
 
Public Voice is an equal opportunities employer and an anti-discrimination, 
pro-diversity and inclusion organisation. 
 
We aim to go beyond the narrow scope of legislative compliance and follow 
best practice, making equality, fairness and diversity a fundamental part of all 
our activities. 
 
We want to make sure that everyone is treated fairly and with dignity and 
respect by challenging discrimination and removing barriers. We recognise 
the benefits of different values, abilities, and perspectives, and celebrating 
people’s differences. This means promoting an environment that welcomes 
and values diverse backgrounds, thinking, skills and experience. 
 
We positively welcome applications from candidates from Black, Asian and 
Minority Ethnic groups and also welcome applications from disabled 
candidates. 
 
We celebrate the diversity within our staff team who are representative of the 
diversity in our local communities and continually strive to provide equal 
access to all. 
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Person specification  
Qualifications Essential Desirable 
Relevant degree or equivalent experience         • 
Experience 
Providing information, and signposting, over the phone 
and via email  

•          

Familiarity, and working with, databases – data entry 
and running reports 

•  

Working with residents and service users, enabling 
them to access and use services 

•  

Analysing data and identifying common issues and 
themes 

 • 

Working in a diverse urban environment  • 
Knowledge 
Understanding of health services and agencies 
delivering those services 

•  

Understanding of social care and agencies delivering 
those services  

•  

Understanding of Haringey – the borough, its services, 
its residents  

 • 

Understanding of Health inequalities  • 
Skills 
CRM/Database skills – Understanding the value of 
CRMs and databases for managing information and 
recording outputs and outcomes. Data entry and 
running reports 

•  

Intermediate IT skills - Microsoft Office / O365, 
including Word, Outlook, Excel, PowerPoint, OneDrive, 
Teams and Zoom 

•  

Good organisational and time management skills •  

Able to work independently and as a team member •  
Good telephone manner •  
Good approach to managing and writing emails •  
People person, person-centred, solution focused •  
Team player •  
Other 
Ongoing learning and development, adaptable to new 
projects and environments 

•  
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How to apply 
 
For more information please download the application pack. To apply, please 
email a copy of your CV and a personal statement of no more than two sides 
of A4 detailing your suitability for the role to info@publicvoice.london. 
Deadline for applications is Friday 24th March at 12pm. Shortlisted 
candidates will be invited for interview. 
 
If you require the application pack in an alternative format or for any other 
enquiries, please call the office on 020 3196 1900.  
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