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How to support the services coordinator

The lead agency manager should:

· welcome the services coordinator to the office

· introduce them to key people

· work through the details of their contract and ensure they are clear about the process for payment

· show them a desk and computer they can use

· show them how and where to access resources (i.e. photocopier, courier, etc.)

· make certain they know how to book meeting rooms

· introduce them to the finance contact

· discuss with them how best to liaise with you as the lead agency manager (i.e. face-to-face, regular meetings, via email, etc.)

· discuss the direction provided by the Interagency Management Group

· confirm interagency team membership

· arrange to meet with them regularly.

The lead agency manager also needs to negotiate how they will support the services coordinator with costs for:

· photocopying

· couriering documents

· travel

· access to training from the HCN Unit.
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