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AGE UK WEST SUSSEX

Job Description

Title:


 Information & Advice Telephone/Outreach Adviser 
Responsible to:
 Senior Adviser. 
Hours:

 Part time hours
Location: 

Age UK West Sussex, 
Head Office, 
Suite 2, Anchor Springs,
Littlehampton, BN17 6BP 
and outreach locations in West Sussex.
Purpose of the job:

To provide a county wide information & advice service for older people by answering enquiries from the public over the telephone, in person, via email or other written means and home visits. Advice is provided covering a broad range of subject matters including, financial, benefits, debt, housing, employment, consumer, care, community support, funding care, education and leisure activities. 
Main responsibilities:
1. To provide a wide range of information & advice to older people, their families and carers, meeting the AQM ‘Quality’ standard and in accordance with AUKWS policies and procedures;
2. To provide clients with information and advice in relation to their issues to enable them to make informed choices.
3. To ensure clients are either provided with or can access the support they need to achieve their desired outcomes.
4. To offer a benefit check to all clients, carry out the check using the Lisson Grove calculator and record the findings in the client record. Act upon the results to ensure maximisation of income.

5. To ensure that clear and comprehensive records of all enquiries received and how they were resolved, are entered on the bespoke database, maintained and archived, and that any necessary follow-up work is carried out promptly, accurately and in accordance with the requirements of the AQM Quality Standard;
6. To maintain an up-to-date knowledge of changes in practice, policy and law, both locally and nationally;
7. To contribute to the regular production of monthly statistics and reports  relating to the activity and the promotion and development of the service across West Sussex;

8. To attend team meetings and training courses which meet the needs of the individual as well as the team as a whole; 
9. To undertake outreach services and home visits where appropriate.
10. To contribute to social policy issues, and supply as a minimum of one case study a month

11. To undertake any other duties commensurate with the role as may be required by the Senior Adviser or the Information and Advice Manager.
   Person Specification
	Essential


	Desirable

	Understanding of the issues affecting the lives of older people and their carers


	Understanding of  the voluntary and community sector and inter-agency working

	Excellent communication skills, oral, written and presentation


	Understanding of the difficulties faced by disadvantaged groups in accessing information and advice services

	Ability to use a computer including our bespoke database, Microsoft office including outlook and the  internet
	Knowledge and experience of the Advice sector and delivering Advice

	Ability to keep accurate records


	Promote service creatively

	Effective organisational skills including information, resources and time management


	Understanding of and commitment to equal opportunities

	Able to work as a team and alone when necessary using own initiative 


	

	Have a flexible approach to work


	

	Full driving license and regular car user
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