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Job title:



Carers Information and Advice Worker
Accountable to: 

Adult Carers’ Team Leader
Job Purpose:
To provide information, advice and guidance to carers in North Tyneside to help prevent or delay their need for services from Adult Social Care. 
Hours:




Monday to Friday: 10am – 4.30pm. (30 hours)
Main Duties and Responsibilities of this post:  

· To provide daily cover for the Carers’ Advice Line providing information, advice and emotional support to carers 
· To offer one to one appointments to carers where a face to face appointment is preferred, so they can talk through their situation

· To carry out a light touch, proportionate assessment with carers to determine their needs and the support they require 

· To oversee peer support groups offering low level support to carers
· To support volunteers facilitating peer support groups  
Key tasks

1. Service Delivery
1.1 To provide tailored information, advice and emotional support to carers via
· a telephone advice line
· one to one appointments at the Carers’ Centre
· one to one appointments in the community so carers can access support closer to home.
1.2 To assess the needs of individual carers using a light touch assessment tool and provide information and support to meet their identified needs.
1.3 To encourage carers to access a range of prevention services to maintain their wellbeing:
· attendance at events and activities
· or signposting/ referring to external organisations where necessary.
1.4 To identify where carers are struggling with their caring responsibilities and meet the service’s threshold for tier 3 or tier 4 support.
1.5 To maintain electronic records of all contacts with carers in a timely manner.

1.6 To keep up to date with local and national changes which affect carers and support services in North Tyneside for the carer and the person they care for.
1.7 To oversee the delivery of peer support groups in the Centre and the local community, which provide ongoing access to emotional support.
1.8 To provide support to volunteers who facilitate the peer support groups and provide cover for the groups when volunteers are unavailable.
1.9 To oversee administration of peer support groups so that appropriate and timely records are kept up to date on Charity Log.
1.10 To work closely with the other Carers’ Information and Advice Worker to ensure cover is in place for each other where required.
1.11 To report any concerns or disclosures to the Adult Carers’ Team Leader (or the Operations Manager in their absence) to ensure that carers and the people they care for are safeguarded.
1.12 To undertake any related administrative duties including sharing responsibility for answering the phone/front door, preparing welcome packs and taking messages to ensure we respond to carers in a timely manner.
1.13 To undertake any other reasonable requests for work as directed by the Adult Carers’ Team Leader, Operations 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’ Team Leader 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 identify own training needs with the Adult Carers’ Team Leader.

3.5 
To attend appropriate training and provide formal feedback to other staff.
3.6 
To assist in and participate in developmental opportunities.

4. 
Quality assurance
4.1 
To work to agreed service standards as determined by the Adult Carers’ Team Leader 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’ Team Leader.

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

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

	Value Base

	Approachable – is caring and compassionate
	(
	
	Interview

	Empathetic – able to listen and understanding a carers individual journey
	(
	
	Interview

	Responsive – able to listen to carers needs and deliver individualised support
	(
	
	Interview

	Empowering – can support carers to have a voice in decisions that impact on their lives
	(
	
	Interview

	Aspirational – can support carers to be ambitious
	(
	
	Interview

	Education/Training

	Advice and guidance qualification
	
	(
	Application form

	Experience

	At least 2 years work experience in social care and/or supporting informal carers
	(
	 
	Application form /Interview



	Experience of providing information, advice and guidance to vulnerable people.
	(
	
	Application form /Interview

	Working within the Voluntary Sector
	
	(
	Application form /Interview

	Experience of providing support over the telephone.
	(
	
	

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

	Experience of facilitating peer support opportunities 
	(
	          
	Application form/Interview

	Experience of supporting volunteers
	(
	
	Application form/Interview

	Knowledge / Understanding

	Ability to work confidentially 
	(
	
	Application form / Interview

	Comprehensive 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

	Knowledge of safeguarding adults and children
	(
	
	Interview

	Basic knowledge of health and safety requirements
	(
	
	Interview

	Skills





	Basic 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

	Strong literacy & numeracy skills
	(
	
	

	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

	Ability to facilitate groups effectively
	(
	
	Application form/Interview

	Other

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

	Ability to travel around the borough
	(
	
	Application form/Interview

	Driving licence
	
	(
	Application form/Interview
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