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Welcome
The Lullaby Trust turned 50 last year and like most of us, we had a lockdown
birthday with fewer events than we would have liked. We have, however, taken
the time to consider what we have achieved in the past 50 years, and consider
how the pandemic both challenges that and offers ways to make even more
change. Now is a really key time to be joining the charity and helping us to
continue to save babies lives and support bereaved families.
The charity has been hugely successful, but the work is far from done. The
impact of the sudden death of a baby is wide and never goes away, as we
know from the families that we support. This drives all our work, across each
department. We are a close and friendly staff team who all share in the charity’s
objectives.
The Support Services Coordinator is crucial in helping with the administration
and data management of the Support and Information team. We are a small
and friendly team of 7, who need a coordinator with excellent I.T. and data skills
who is keen to put these into practice to directly support bereaved families and
the professionals who work with them.
This is a great role for someone with excellent organisational skills and a passion
for the work of the charity. We can offer the successful candidate training and
the opportunity to be involved in diverse projects which a small charity like us
can offer.

Jenny Ward
Chief Executive
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About us
The Lullaby Trust is a charity that saves babies’ lives and supports bereaved families.
Around 4 babies a week still die from sudden infant death syndrome (SIDS) and we
are committed to bringing that number down to zero.
Through educating parents on how they can reduce the risk of SIDS and investing
over £12million in research, we have played a key role in reducing the number of
babies who die from SIDS by 80%, saving the lives of more than 20,000 babies.
Each year we train thousands of health professionals to support parents in sleeping
their baby safely. We campaign tirelessly to raise awareness of SIDS and ensure our
life saving advice reaches all parents.
The Lullaby Trust supports bereaved families, through our helpline and befriending
scheme. Our work with the NHS to provide a Care of Next Infant Programme (CONI)
offers a lifeline to bereaved families expecting a new baby.
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Our Values
Caring

We care about all the people we support and always show
compassion, warmth and understanding.

Reassuring

We are supportive, clear, informative and non-judgemental

Trustworthy

We have expert knowledge based on scientific evidence, data and
experience

Driven

We won’t stop until no baby dies suddenly and unexpectedly
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Our Year in Numbers
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The Role
Job title

Support Services Coordinator

Location

A hybrid of home working and based in our Head Office in central London.

Contract

Permanent

Hours

21 hours per week (0.6FTE)

Salary		

£22,000 pro rata

Structure

Responsible to Head of Support and Information

The Support Serives Coordinator role is to assist the team with the coordination
and data management of services: Care of Next Infant (CONI) programme, training,
information and bereavement support. The main function of the job is:
1. To support the team in collating data and statistics, updating databases &
webforms, and producing regular reports from these.
2. To be the initial responder for all training enquiries and manage the
booking administration.
3. To support the team in arranging training & events for professionals and
bereaved families.
4. To cover the helpline services when needed, ensure anyone seeking advice
and support is given a high-quality service.
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Job Description

•
•
•

1. To support the team in collating data and statistics, updating
databases & webforms, and producing regular reports from these.

•

•
•
•
•
•
•
•
•
•

Maintain and update the CONI databases.
Maintain an up-to-date contact list of CONI co-ordinators, team
leaders and paediatricians in Raisers Edge and Excel.
Collate statistics, as required on areas of work within the support
services teams and run queries on the relevant databases to support
the wider work of the charity e.g. fund raising.
Assist and support the team’s volunteers including befrienders and
CONI volunteers.
Assist with the orders of monitors, supplies and other equipment
received by charity, including processing purchase orders and
maintaining records.
Assist with the annual Support and CONI Services report and collation
of statistics for this.
Assist with the services’ evaluation and impact processes including
CONI training, Family Day, bereavement support and befriending
service.
Become a Raiser’s Edge super-user and attend team meetings and
follow up with allocated team tasks.
Provide other administrative support to the team as required.

2. To be the initial responder for all training enquiries and manage
the booking administration.
• Assist the Training Lead with the development of the Lullaby
•
•

Trust online platform (upload content, apply changes) and liaise with
the external technical web support.
Manage the training inbox: booking forms, payments, providing links
to the training for external users
Liaise with the Finance Team
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Arrange the live online interactive sessions
Assist with the annual training reports and collation of statistics.
Assist with the video platform (Vimeo) in association with the Lullaby Trust
training platform
Email certificates once a month following completion of their online
training evaluation.

3. To support the team in arranging training & events for professionals
and bereaved families.
•
•

•
•
•
•
•
•

Arrange online and in person CONI meetings and training sessions.
Assist the Support Team with family day administration, including running
postcode queries on Raiser’s Edge, saving queries, run global actions,
design online registration form, organise postal invites to be sent out and
collect replies.
Import Professionals e-Newsletter sign-ups into RE
Update Raiser’s Edge after family day with any contact details corrections
and attendance to family day.
Assist with the Administration of the Annual York Carol Service.
Help with the organisation of the annual Befriender Conference and other
events.
Help manage the administration for the new befriender training days.
Ensure all professionals who attend training sessions are added to Raiser’s
Edge.

4. To cover the helpline services when needed, ensure anyone
seeking advice and support is given a high-quality service
•
•
•
•
•

•

Cover the bereavement support and information helplines when needed
and during lunchtimes and team leave.
Respond to online information and support enquiries within 24 hours
when needed.
Manage the befriender Helpline rota
Create monthly and quarterly newsletters
Keep befriender online records up to date
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Person Specification

Desirable:
• Experience using Raisers Edge or an
equivalent database
• Understanding of the General Data
Protection Regulation
Training will be provided on safer sleep
advice and supporting bereaved families.

Support Services Coordinator

Essential:
• Good level of numeracy and English
• Ability to communicate with a wide range of people both by telephone and in
written form
• Working knowledge of Excel and databases
• Ability in working with large amounts of data
• Ability to maintain confidentiality
• Highly organised with attention to detail including managing a large amount of data
• Able to work collaboratively as member of a team
• Able to work methodically and enter data accurately
• Able to manage and communicate status of workload
• Able to manage competing demands made by others within the role.
• Willingness to adapt to changing priorities
• Self-disciplined to work in open office environment and at home
• Commitment to the organisation’s strategic goals
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Key Benefits
•

25 days annual leave pro rata per annum

•

Eye-care vouchers and child care vouchers

•

Free travel loan to work after probation period

•

Matched pension contributions up to 5% after 3 months
The Lullaby Trust operates a company pension scheme into which
qualifying employees will be automatically enrolled after 3 months.
Default contributions are by salary exchange with the employee and
The Lullaby Trust each contributing 4% of salary.
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To Apply
Please apply via BeApplied using this link
https://app.beapplied.com/apply/cuxiufikz9
Closing date: 13th May 2022 at 5pm
Interviews will take place online on the 19th May
2022 via MS Teams.
The Lullaby Trust are committed to hiring ethically
and providing the best and most productive
candidate experience possible, so are now using
the platform BeApplied to inform their recruitment
process. This fantastic tool aims to take the inherent
unconscious biases out of hiring, ensuring that it is
as transparent, ethical and diverse as possible. Every
candidate whether successful or not will also be
provided with detailed feedback on their application
or interview.
If you have any questions, or would like to discuss
your application, please email Kate at
KateH@lullabytrust.org.uk.
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