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Carers Community Service

JOB DESCRIPTION

TITLE OF POST 

Carers Community Officer, 
REPORTS TO

Group Service Manager, 
SALARY


SCP 23 - £10.89 per hr.
HOURS                               20 hours per week

BASE FOR WORKING      Beaumont House, Blackwood  

PURPOSE OF THE ROLE

To provide information, help and advice to Carers, resolve issues including benefit advice, care issues, general repairs or help at home, through domiciliary visits, over the phone or at an outreach session. 
KEY RESPONSIBILITIES
· To set up and organise drop in sessions for Carers in the Blaenau Gwent area and carry out any outreach work identified through these sessions.
· To work in partnership with voluntary, health and social care partners to develop a newsletter and a programme of effective collaboration and signposting appropriate for Carers in the local community. 

· To visit Carers in the community and their own homes, to assess their needs, giving support and advice to improve their wellbeing.
· To take responsibility for the day to day running of the service, delegating routine tasks to the Admin support officer and volunteers as appropriate.
· To carry out regular effective supervision and monitoring of staff and volunteers and be active in their recruitment. 
· To carry out regular reviews on Carers and maintain accurate records on the organisational data base.
· To monitor and evidence the value of the service level agreement and contribute to the Carers performance data for Welsh Government. 
· To keep detailed records and statistics regarding the service delivery and produce accurate and timely reports as required by the GSM

· To attend regular meetings, be a voice for Carers, and maintain links with community partners and funders in conjunction with the GSM. 

	Person Specification


	Requirement
	Essential/

Desirable
	How tested

	Education and Training
	
	

	QCF level 3 or equivalent in a relevant discipline
	E
	Application

	Appropriate IT skills by qualification or experience
	E
	Application

	Skills and aptitudes
	
	

	Proven experience of managing operational teams 
	D
	Application/interview

	Demonstrate the ability to think and act in a non-judgmental way
	E
	Application/interview

	Excellent communication and interpersonal skills
	E
	Application/interview

	An proven understanding of working with and the needs of service users and their carers
	D
	Application/interview

	Proven IT skills using databases, word, excel and spreadsheet packages
	E
	Application/interview

	A clear understanding of confidentiality and GDPR data protection
	E
	Application /  Interview

	Experience of the benefits system and the completion of benefit applications, including on-line
	D
	Application / Interview

	Experience of understanding and maintaining records
	E
	Application / Interview

	An ability to produce and present statistical Information for reporting purposes
	D
	Application and interview

	Circumstances
	
	

	To be willing to work flexibly and across the Charity’s Operational area
	E
	Interview

	A full driving licence and access to a vehicle for work purposes
	E
	Application

	Willing to undertake any relevant training
	E
	Application / Interview

	Further requirements- all posts
	
	

	Enhanced DBS disclosure required on appointment
	
	

	Two satisfactory references pre-interview
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