
 

 

 

 

 

 

 

 

 

Involvement Assistant   

 Job description 
It will take a society to beat dementia. Alzheimer’s Society. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Involvement Assistant   
 

Position in the organisation  
Reports to the Involvement Lead 
Member of our Involvement team. 
Part of our People directorate. 
 

Purpose of this role  
At Alzheimer’s Society we are advisors, supporters, fundraisers, researchers, influencers, 
communicators, technical specialist and so much more. We are volunteers, we are employees, and 
together we are here to make a difference to the lives of people with dementia and their carers.    
 
The Involvement Assistant will play an administrative and project support  role within the 
Involvement Team.  This role involves supporting activities that involve internal colleagues, people 
living with dementia and their family, friends and carers in person and by telephone, email, via 
social media channels and over teams and zoom.  
 
The postholder will be keen to learn, have an ability to explain information to different audiences, 
and be able to work with the team to inspire others to plan and deliver involvement activity. The 
role will enable people affected by dementia to be involved and share their knowledge and skills to 
help plan, shape and influence our future work. 
 
The role is primarily home-based, but there will be a requirement to travel to attend team meetings, 
occasional events and in-person meetings with other teams.  

We are looking for someone who exemplifies our values, someone who is: Determined to make a 
difference when and where it matters most. A trusted expert who believes in working Better together 
and demonstrates true Compassion.  

 

Key accountabilities and responsibilities 
• Actioning structured keeping in touch calls to Dementia Voice Partners, those who are 

already involved and those who are new to Involvement.   
• Support the development of involvement resources and guidance to support best practice 

in involvement. 
• Routinely use the Dementia Voice database: including adding activities, participants and 

updating records as required.  
• Support with arranging venues, booking travel, liaising with attendees and supporting 

delivery of events.  
• Provide administration support for Involvement activities, projects and the production of 

Involvement communications.  
• Support with the creation of   Involvement communications. 
• To undertake any other duties or projects commensurate with the nature and grade of this 

post as required.  
• Ensure that the protection of people affected by dementia is paramount, recognising 

potential safeguarding concerns, and confidently referring to the Safeguarding Team and 
outside agencies if appropriate.   

 



 

We are looking for someone who can…  
• Adhere to all the Society’s service standards, policies and procedures.  

 
• Comply with the data protection regulations, ensuring that information on clients remains 

confidential.  
 

• Be responsible for personal learning and development, to support the learning and 
development of others and the whole organisation.  
 

• Work in a manner that facilitates inclusion, particularly of people with dementia.  
 

• Implement the Society’s health and safety policy and procedures, ensuring that all practices 
and procedures are undertaken in accordance with a healthy and safe working environment 
and that all staff and volunteers for whom you may be responsible are aware of their 
responsibilities in respect of their role, monitoring data and recommending action as 
required.  
 

• Administrate and organise own work to ensure that it is accurate and meets quality targets, 
reasonable deadlines, and reporting requirements.   
 

• Follow the Society’s management information guidelines and requirements, including 
ensuring appropriate monthly measures on service usage levels are collected and submitted 
on the services database or other systems in accordance with deadlines.  
 

Person specification and selection criteria  

Skills & knowledge  Application (A) 
or Interview (I)  

Understanding of the need for client confidentiality  A/I 

Experience of record keeping and writing reports  A/I 

Good IT skills including MS Word, MS Outlook, video calling and familiarity 
with web browsing.  A/I 

Experience of Customer Service 
A/I 

An understanding of the needs of people with dementia and their carers  A/I 

Able to work with limited supervision  A/I 

 

 

 

 



Competencies & personal attributes  Application (A) 
or interview (I)  

Be a team player, supporting colleagues when there are deadlines, and who 
knows when to ask for help themselves. A/I 

Be a self-starter and incredibly motivated. A/I 

Excellent organisational and timekeeping skills. A/I 

Excellent attention to detail. A/I 

Non-judgemental communication  A/I 

Commitment to and understanding of equal opportunities  A/I 

Understanding of the inclusion agenda and its relevance within a diverse society  A/I 

Follow us on Twitter and Instagram @Alzheimerssoc and Like us on Facebook or check out Alzheimer’s 
Society YouTube channel youtube.com/AlzheimersSociety 

Criminal Record Check  
This post may be subject to a satisfactory Criminal Records Check, from either the Disclosure 
and Barring Service (England & Wales), Disclosure Scotland Check (Scotland) or AccessNI 
(Northern Ireland). Please select the level of Check required for this role:  

Basic    ☐ 

Enhanced   ☐ 

Not Applicable  ☐ 

Candidates - If you require further information regarding Criminal Records Check, then please 
contact: careers@alzheimers.org.uk  

Hiring Managers - If you require further information regarding Criminal Records Check for this 
role, then please contact: Employeesupport@alzheimers.org.uk 
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https://www.alzheimers.org.uk/sites/default/files/2024-
08/alzheimers-society-how-to-talk-about-dementia-media-

guide.pdf 
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