Age UK Sheffield

Independent Living Coordinator – 
Job description

Post



36.25 hours 
(Job Share considered) 
Accountable to

Service Delivery and Standards Manager 
Employing Authority
Age UK Sheffield 

Salary

£21,685 per annum pro rata, plus pension 

Office base


Eyre Street 
The post holder will be expected to work with customers in their own homes and in a wide range of public venues, anywhere in Sheffield.

Purpose of post


As a member of the Independent Living Co-ordinator team, the post holder will work with and for marginalised and isolated older people to: problem-solve research solutions, advocate, advise, facilitate social contact and access to benefits and co-plan support. The outcome for older people will be:

· access to the aids, adaptations, services, resources and facilities needed for fulfilling and independent living in the community;

· increased capacity for independent living;

· increased resilience;

· increased capacity to self-manage physical and mental health conditions
Responsibilities
As a member of the Age UKS Independent Living Coordination team, to be directly responsible for:

1. Managing a case load of customers, many of whom will be living with long term health conditions 
2. Build relationships with GP’s and attend multi disciplinary team meetings 
3. Facilitating customer and family carer access to the services, resources and facilities needed to increase capacity to self-manage independent living, e.g.: benefits, health and social care, leisure, etc.;
4. Enabling each older person to be the architect of their own lives, maintaining customers’ right to choice, dignity and respect; fostering co-production at all times.
5. Appropriate and timely implementation of bespoke, co-produced, co-delivered and person-centred support plans.

6. Participate in the duty rota system ensuring the safety of staff and volunteers students 
7. Maintenance of comprehensive, accurate, up to date records for each customer using Age UK Sheffield’s secure, on-line customer database ensuring records meet Advice Quality Standards. 

8. Ensuring compliance with quality standards adopted by Age UK Sheffield ( IAQP, Advice Qualty Standard  and ISO9001)
9. Contributing to case studies for funders and the Age UK Sheffield Board.

10. Effective delivery of marketing and promotion initiatives.
11. Compliance with all Age UK Sheffield policies and procedures.
12. Acting as an ambassador for Age UK Sheffield.
13. Any other duties as directed by Senior Management Team.

Approach

To be effective in the role the post holder will:

· readily gain the trust and confidence of customers;

· enable people to find their own strategies for fulfilling lives;

· challenge low aspirations;

· treat people with unconditional respect;

· augment the resilience, experience, resourcefulness and determination of older people themselves;

· foster co-production of service delivery and development;

· foster partnership between customers, family carers, volunteers, staff, partner organisations and commercial allies;

· learn and record learning about the needs and issues faced by older people;

· Develop and share in-depth knowledge of the services available to older people and the problems they face when trying to access them.

Most challenging part of the job
· challenging low aspirations to effectively deliver preferred outcomes for ‘seldom heard’ older people, in line with targets and deadlines;

· maintaining customer throughput at the same time as achieving independence;
· time management and balancing competing priorities.
· Case recording in accordance with IAQP standards
Communication and working relationships

· with customers, family members, carers, professionals, students and volunteers

· with health, social care and voluntary sector organisations 

Objectives
The specific objectives of this post will change over time to reflect the development and working context of Age UK Sheffield. 

At any one time priorities will be agreed in discussion with the Age UK Sheffield Management Team and will include a selection of the following:
1. Undertake induction and training to establish a clear understanding of the common challenges to independent living for older people and the role of the Independent Living Coordinator .
2. Gain and maintain a comprehensive understanding of the issues commonly facing older people in Sheffield.

3. Gain and maintain comprehensive working knowledge of services, resources and facilities to maintain independent living, provided by Age UK Sheffield and a very wide range of providers in the statutory, voluntary and independent sectors of use.

4. Deliver services to a case load of older people ensuring timely and effective case closure
5.  Establish routes to reach the ‘seldom heard’ and marginalised older people and maintain established referral systems.

6. Establish relationships with specialist services and community-based groups and organisations for referrals to and from Age UK Sheffield services.
7. Contribute to the induction and training of Age UK Sheffield staff, volunteers and students on placement.

8. Maintain accurate up-to-date electronic customer records and provide reports for analysis as required. 

9. Gain and maintain comprehensive working knowledge of legislation, benefits and government policy and practice relevant to older people. 

10. Undertake appropriate training, as required, including: service specific training, ongoing programmes and professional events.

11. Ensure all work meets identified external quality standards e.g. Information and Advice Quality System, Quality Assessment Framework, ISO 9001 and internal standards.

Arrangements to complement this post.

1. Induction 
All staff complete a comprehensive  induction which includes all Age UKS policies and procedures e.g. Health and Safety, Confidentiality, Staff Handbook, and gives new staff the opportunity to shadow existing staff as they deliver Age UKS services. Safeguarding Vulnerable Adults and Children training will be completed within 6 weeks of commencement of employment in line with Age UKS Safeguarding Vulnerable Adults and Children Policy.
2. Hours of work

36.25 hours per week.

3. Probationary period

Employment is subject to a satisfactory probationary period of 6 months. During this time your performance and conduct will be reviewed and assessed. The probation period may be extended.

4. Special requirements 
Appointment is subject to a satisfactory Disclosure and Barring Service (DBS) check at enhanced level. Continued employment is subject to satisfactory DBS checks undertaken at least every two years. 

5. Mobile phone 
You will be issued with a mobile telephone that must be carried with you during working hours.

6. Team working
The purpose of the Independent Living Coordination team is to:
· share knowledge, learning and good practice;
· act as a forum for joint problem solving and peer support;
· contribute specialist support for each others’ customers, e.g. where an Independent Living Co-ordinator has specialist knowledge, skills and expertise in working age benefits, housing issues, fuel poverty etc
· provide sickness and holiday cover for team members.

7. Training

This is a varied and challenging job, supported by a comprehensive training package and opportunities for experiential learning, which will provide the post holder with a tremendous opportunity for personal development.
The following on-going training will be provided to ensure that the post holder is fully aware of the issues facing customers and the resources available to support them:
· Training in pension age benefits

· Training in guided conversation and holistic assessment 
· Regular Team meetings to give progress updates, customer case reviews and remain informed of changes to Age UK Sheffield systems and developments that relate to the post. 

· Team and Age UK Sheffield wide away-days to promote reflective practice and make learning explicit.

· 1-1s to support the post holder’s personal development. 

· Regular Academies, for all Independent Living Co-ordinators, staff, volunteers and students to share best practice in the management of complex cases and challenging behaviours.
8. Additional operational capacity
Additional and/or specialist operational capacity will augment this post, i.e.: social work students on placement and social work practice assessors, Service Delivery and Standards Manager and Chief Operating Officer
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