JOB DESCRIPTION
Job Title:               
Advice Worker
Job Location:        
St Ann’s Square
Reporting to:       
Advice Manager
Hours of Work :    
21 per week normally Monday-Friday 9:00 am–5:00 p.m. excluding lunch. The Advice Office is closed on a Wednesday.


Some out of hours work may be required.

Salary :                  
As Advertised
Disclosure:
Criminal Records Bureau Enhanced Disclosure will be 
required
PURPOSE OF JOB 
a. To provide information and advice to and in support of older people, and their relatives and carers.

b. To assist in the provision of a high quality Advice Case Work service for older people and their carers. Maintaining up to date files and records of interviews in line with internal policies and procedures.
c. To contribute to the work of the Senior Management Team of Age UK Manchester as required.

d. To promote and develop the Advice service of Age UK Manchester.

e. To assist with the introduction and development of quality assurance systems throughout the Advice service.

f. To ensure that the Equal Opportunities, Health and Safety and Confidentiality policies of Age UK Manchester, as they apply to Advice are carried out properly.

g. To work with other members of the team to improve the effectiveness of Age UK Manchester providing relief cover for other staff if and when required.

TASKS

a. To assist the Advice Manager in the provision of an Advice service to older people and their carers via telephone, home visits and outreach sessions.
b. Develop a working knowledge of the information and office systems, which support the Advice    service, using them effectively and contributing to their continuous improvement.

c. Keep up to date on relevant changes in the law, policies and procedures, both locally and nationally and as they apply and affect older people and their carers.

d. To provide and maintain statistical information and case records as requested by the Advice Manager.

e. To act as an advocate, ensuring that the client’s views are heard. 
f. To work as part of a team with other Advice staff and volunteers.

g. To liaise with outside agencies including Social Services, Department of Works and Pensions and Manchester City Council for the purpose of establishing close working links.

h. To assist with the training and supervision of the Advice Volunteers.

i. To attend meetings on behalf of Age UK Manchester, and to promote the work of the Advice Service at these meetings.

j. Other such duties as may be required that are consistent with the duties and responsibilities of the post.   

