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JOB DESCRIPTION

Post:




Senior Housing and Care Options Adviser 
Responsible to:


Information, Advice & Advocacy Team leader 
Responsible for:


Housing & Care Options Adviser, Volunteers 
Key Relationships:
Other staff working in Age UK Wigan Borough, housing and care providers, local authority and NHS staff 
Salary:



£18,506 per annum/£9.62 per hour
Hours of work:


37 hours per week
Note:
This job is subject to Disclosure & Barring Service (DBS) disclosure procedures
Purpose of this Post
· To maintain an up-to-date working knowledge of housing and care providers for older people including in the care home, social and private sectors.

· To maintain knowledge of the external drivers affecting choice of housing tenure amongst older people.

· To provide a comprehensive, timely and personalised housing and care options casework and information service in which older people, their families and carers, are aware of and enabled to explore their housing and care needs in a non-threatening, realistic and timely way.

· To work with other staff and volunteers within the organisation to offer a joined up and comprehensive information, advice and advocacy function.
· To ensure that the service is organised in line with all quality assurance systems in place at any time.
· To ensure that the service operates within the parameters set out in contract or other funding agreements at all times. 

· Seek opportunities to extend the service through appropriate promotion, networking and partnership working.
· To feed into the strategy and national campaigns of Age UK, its partners and other bodies as appropriate.

 Key Duties & Responsibilities

1. To provide a high quality housing and care options advice service, responding effectively and efficiently to enquiries by telephone, face to face or other format.

2. To line manage other staff and volunteers within the service, managing caseloads, setting targets and performance management systems.

3. To triage people accessing the service and determine the appropriate level of support required, including managing any subsequent contacts or casework. 
4. Working with service users, to provide a diagnostic of the person’s current housing and care situation and their anticipated needs as a route to the provision of advice, information and support around future housing and care options.  This may include sources of assistance to improve, repair or adapt their home, including the availability of grants, loans and equity release.

5. To provide a casework service where necessary, including assistance with form filling, advocacy and contact with partner agencies and others.

6. Provide information and advice about financial aspects of any housing and care options, including entitlement to welfare benefits, local support services, as well as acting as an advocate to assist in accessing services.

7. To support individuals with the requisite practical advice to implement their chosen housing and care options.  This may include assistance with identifying suitable alternative accommodation and co-ordination of aspects of a move etc. 
8. To act as a primary point of contact for casework correspondence, receive initial requests for advice and information from service user, potential clients, staff and agencies, and to provide advice and information accordingly.

9. To assist in the development of joint referral protocols between partner agencies.

10. To make people aware of the existence of other services and agencies, including making referrals where agreed.

11. To maintain a good knowledge of local housing and care providers, the statutory services provided by the local authority, housing and health providers. The post holder will maintain effective working relationships with colleagues in the housing and care sector 
12. To maintain systems and processes including robust data collection.
13. Monitor own performance through targets and evidence through casework and other information.

14. To arrange, organise and deliver presentations to groups of older people and community organisations which will highlight the work of the project.

15. To encourage service users’ comments on the service and to assist in investigating complaints in compliance with Age UK Wigan Borough’s Complaints Procedure.

16. To take responsibility for the compilation of statistical and narrative reports for internal and external monitoring as required, through IT and other media.
17. To be self-servicing, including but not limited to the use of Microsoft programmes.
18. To support the organisation to fulfil its responsibilities under Health and Safety.  You may be asked to take on roles such as First Aider, Health and Safety representative or Fire Marshall for which appropriate training will be given.
19. To support students on placements.  This may include having students that shadow your work or performing a supervisory role.  Appropriate training will be given.

20. To participate in Age UK Wigan Borough promotional events as required.

21. To work within all the guidelines, policies and procedures as set out by Age UK Wigan Borough.
22. To attend Induction, Training and any Staff Meetings as and when required.
23. To carry out any other duties as may be requested which are consistent with the duties and responsibilities of the post.
AGE UK WIGAN BOROUGH

PERSON SPECIFICATION – Senior Housing and Care Options Adviser
BASED AT Age UK Wigan Borough
Please ensure that you show how you meet each of the following requirements 
when completing your application form.

	
	ESSENTIAL


	EVIDENCE

	         Knowledge and Experience 


	1.
	Experience of housing or advice casework
	Application form Interview

	2.
	Knowledge and understanding of the housing and care circumstances of older people, including the wider socio-economic context
	Application form Interview

	3.
	Experience of needs assessment 
	Application form Interview

	4.
	Experience of managing conflicting workload pressures and prioritising workload to achieve targets
	Application form Interview

	5.
	Experience of working with and supervising volunteers and staff
	Application form Interview

	6.
	An understanding of and commitment to client confidentiality

	Application form Interview

	          Skills



	1.
	Be able to demonstrate a commitment to resolving housing and care issues in a person centred way            
	Application form Interview

	2.
	Ability to demonstrate excellent written and oral communication skills focused on a diverse audience, including professionals and the general public
	Application form Interview

	3.
	Excellent organisational and administrative skills, including high levels of competence in IT, familiarity with Microsoft programmes and database input.
	Application form

In tray exercise

	4. 
	Able to work on own initiative, exercise good judgement, be organised and have a professional approach
	Application form Interview

	          General



	1.
	Demonstration of the Age UK Wigan Borough PRIDE values: Person-centred, Respectful, Innovative, Dynamic, Empowering; 

and attitudes and behaviours appropriate to Wigan Council’s Deal (Be Positive, Be Accountable, Be Courageous)
	Application form and Interview

	2.
	This post requires a valid driving licence and access to a car for business purposes 
	Application form Full Driving Licence
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