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North Tyneside
Carers Centre




Job title:



Senior Carers’ Advice and Information Worker 
Accountable to: 

Adult Carers’ Service Manager 
Job Purpose:
To provide supervision, advice and guidance to the Centre’s Advice Line team; To be part of the Carers’ Advice Line team providing information, advice and emotional support to carers to help them maintain their own wellbeing alongside their caring role.
Hours:
37 hours per week.
Monday to Thursday: 9am – 5pm.  Friday 9am – 4.30pm
Main Duties and Responsibilities of this post:  

· To allocate new referrals and monitor the caseload of Carers Advice and Information Workers.

· To provide guidance and support to a small team of Carers Advice and Information Workers.

· To provide individual supervision to Carers Advice and Information Workers.

· To manage the Carers Advice Line Rota and ensure cover is in place.

· To be part of the Carers’ Advice Line team; providing information, advice and emotional support to carers. 
1. Service Delivery
1.1. To allocate new referrals to the Carers Advice and Information Workers on a weekly basis.
1.2. To use the caseload management system to monitor the workload of Carers Advice and Information Workers.
1.3. To provide 6 weekly supervision to Carers Advice and Information Workers.
1.4. To ensure workers follow the Carer Pathway.
1.5. To support the delivery of consistent standards of service delivery, providing constructive challenge and reflecting on practice with workers.
1.6. To be part of the Carers’ Advice Line team; providing information, advice and emotional support to carers which includes: 
1.6.1. carrying out a light touch, proportionate assessment with carers 
1.6.2. signposting and encouraging carers to access the range of centre activities and services
1.6.3. signposting/referrig carers to external organisations where necessary.
1.6.4. identifying where carers are struggling with their caring responsibilities and meet the service’s threshold for tier 3 or tier 4 support.
1.7. To maintain electronic records of all contacts with carers in a timely manner.
1.8. To be the first point of contact for workers to discuss safeguarding concerns and escalate concerns which meet local authority safeguarding thresholds to the Adult Carers’ Services Manager.

1.9. To work with the Adult Carers’ Services Manager to identify areas for improvement within the service
1.10. To undertake any related administrative duties including sharing responsibility for answering the phone/ front door and taking messages to ensure we respond to carers in a timely manner.
1.11. To undertake any other reasonable requests for work as directed by the Adult Carers’ Service Manager or the Chief Executive.
2. 
Resources
2.1 
To make reasonable requests for expenditure within agreed project budgets. 

2.2 
To promote and ensure a sound and safe working environment.

2.3 
To notify the Adult Carers’ Service Manager when resource problems affecting service   delivery occur.

3. 
Staffing
3.1 
To attend and participate in regular supervision in accordance with organisational policy and procedures.
3.2
To attend and participate in team meetings and whole Centre staff meetings
3.3 
To attend and participate in annual appraisals and agree annual objectives
3.4
To keep own knowledge up to date and identify own personal development needs with the Adult Carers’ Service Manager.

3.5 
To attend appropriate training and provide feedback to other staff.
4. Quality assurance
4.1 
To work to agreed service standards as determined by the Adult Carers’ Service Manager and keep abreast of local services and support for carers in North Tyneside.
4.2 
To work to agreed targets as set by the Adult Carers’ Service Manager.

4.3 
To assist in the monitoring and maintenance of agreed standards and the evaluation of service delivery as directed by the Adult Carers’ Service Manager.

It is not always possible to define completely the duties and responsibilities attached to posts.  As we are a small voluntary organisation, staff may be required to cover for colleagues on occasion due to staff shortages.
	CRITERIA 
	ESSENTIAL
	DESIRABLE 
	HOW CANDIDATE WILL BE ASSESSED

	Education/Training

	Advice and guidance qualification
	
	(
	Application form

	Supervisory/management qualification
	
	(
	Application form

	Experience

	Experience of providing information and advice; in person or over the telephone to achieves positive outcomes
	(
	 
	Application form /Interview



	Working successfully as part of a team
	(     
	
	Application form/Interview

	Experience of supervising staff/ volunteers to meet service goals
	(   
	
	Application form/Interview

	Knowledge / Understanding

	Ability to work confidentially 
	(
	
	Application form / Interview

	Knowledge of the needs of carers
	(

	
	Application form / Interview

	Knowledge and understanding of legislation and policies affecting carers 
	
	(
	Application form / Interview

	Knowledge of local services and support available to carers
	
	(
	Application form/Interview

	Knowledge of safeguarding adults and children
	(
	
	Interview

	Basic knowledge of health and safety requirements
	(
	
	Interview

	Skills





	Good IT skills
	(
	
	Application form

	Able to risk assess a carers situation and identify support needs
	(
	
	Application form /Interview

	Methodical and well organised
	(
	
	Application form /Interview

	Excellent verbal & written communication skills 
	(
	
	Application form /Interview



	Excellent interpersonal skills
	(
	
	Application form /Interview

	Ability to work to strict deadlines
	(
	
	Application form /Interview

	Advocacy skills
	(
	
	Application form /Interview

	Ability to listen objectively
	(
	
	Application form/Interview


	Other

	Ability to work flexibly to meet the needs of the service
	(
	
	Interview/Application form



	Ability to travel around the borough
	(
	
	Application form
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