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ADVICE OFFICER
 (5 Month) 
Contract end date: 31st March 2018 (extension to contract until 30th September 2018 is expected)
Salary:
NJC Scale 5 spinal point 22, £9,463.20 (per annum) 

Hours of work:
14 hours per week (2 days per week)
Holidays:

5 weeks pro rata

Contract:
     5 Months – Likely to be extended to end September 2018.
Pension:
The organisation will make a 5% contribution to a pension plan after completion of probationary period

Reports to:

Carers Services Manager
Based at:
City & Hackney Carers Centre
Prideaux House

10 Church Crescent

Hackney E9 7DL 

Job Summary

To provide practical support that enables carers to access benefits and other financial support, thereby improving their quality of life.

The post is responsible for providing face-to-face advice to carers living in City and Hackney and/or caring for someone living in City or Hackney.

Equal Opportunities

City and Hackney Carers Centre recognises that the needs of carers are paramount within the services that it offers. The Centre is committed to a policy of equal access to employment and provision of its services regardless of race, religious or political beliefs, ethnic or national origin, culture, gender, sexuality, age or disability.

Working relationships

Internal: The postholder is managed by the Carers Services Manager. S/he works closely with all other Centre staff.  

External: The post holder works closely with carers across the range of Hackney’s communities and caring responsibilities. They also have contact with front-line staff in the local authority, health and voluntary sectors, most particularly staff based in GP surgeries. 
Full training will be provided to enable the Advice Officer to carry out their tasks and duties effectively.  

Main Tasks

TASKS AND DUTIES

1.
To provide support to carers accessing the Carers Centre by responding to their needs for welfare rights information, emotional and practical support and income maximisation. This includes providing Advice/advocacy and follow-up casework to ensure that carers receive benefits and other support to improve their quality of life. This will be on a face-to-face appointment basis and by giving telephone support. The Advice Officer will have particular responsibility for working with carers within the remit of the funder's requirements for the post.
1.1 To do any follow-up work required for individual cases to ensure that a case is taken forward and completed. This may involve: letter writing, telephone contact with Local Authority staff, identifying grants available for carers, completing forms etc.

1.2 To keep up to date with relevant legislation, policies, and practice and to attend training courses as necessary.

1.3 To work to agreed targets and timescales.
2.
Outreach work

2.1 To attend specified other community settings as required to provide advice, advocacy, and casework to carers.  
2.2 To promote and raise awareness of the Carers Advice Service, developing good working relationships with key staff around the borough.
3.
To work with the Carers Services Manager to ensure that the Carers Support Service is culturally appropriate.
3.1
To identify the needs of carers from black & minority ethnic groups and hard to reach white population that are not being met and to work with the Carers Services Manager to plan ways in which services can be made more appropriate e.g. through information, translation/interpretation services, working with volunteers and outreach sessions. 
5.
To maintain case management in line with the Carers Centre’s Quality Mark Standard.
5.1
To follow case management guidance and keep files in accordance with Carers Centre policy.

5.2
To attend case review meetings.

6.
To carry out monitoring of service users and to provide reports for funders as required. 

6.1
To monitor all service users, using the appropriate forms and Charity-log database.
6.2
To identify issues that may be of concern to carers through monitoring and feedback and bring them to the attention of the Carers Services Manager.

7. Other tasks

7.1.1 Training

To participate in training as required by the nature of the post and to identify training needs and bring them to the attention of the Carers Services Manager.
7.2
Administration
· Produce documents on the computer and maintain client records on the    Charitylog database
· Do photocopying and other administrative tasks as required

· Use the Centre’s client filing system to maintain records

· Work to the Carers Centre administrative procedures 

7.3
Work in accordance with City and Hackney Carers Centre Staff Handbook Policies and Procedures:

· Adhere to the Centre’s Equal Opportunities policy in all working practice

· Maintain confidentiality 
· Act at all times in a professional way

· Take an active part in supervision and appraisal, and take part in training and other opportunities for self-development as agreed with the Carers Service Manager
· Attend team meetings and participate as an active member of the team

· Perform any other tasks as reasonably requested by the Carers Service Manager or Chief Operations Officer. 
ADVICE OFFICER
PERSON SPECIFICATION

Qualifications

1.
Good level of education.

Essential knowledge 

1. An understanding of carers and carers issues particularly those relating to middle age and older carers.

2. An understanding of the emotional impact of caring.

3. An understanding of legislation relating to Carers such as The Care Act 2014, the work of Social Services and health providers.

4. A commitment to the principles and practice of equal opportunities, empowerment, social inclusion, and citizen rights.

5. An understanding of the Welfare Benefits system and the changes. 

6. An understanding of the work of Housing and the Education system. 

Essential experience

1. Experience of working with a wide range of people including professionals.

2. Experience of working in a team as well as on own initiative.

Essential skills

3. Excellent interpersonal skills, including the ability to communicate effectively and to establish relationships with a wide range of people.

2.
Excellent administrative and organisational skills with the ability to prioritise and manage own workload.

3.
Good IT and written skills.

Essential abilities

4. Quick and enthusiastic learner with a flexible attitude.
5. The ability to understand and to be able to communicate complex information in ways that people will understand both in written form and verbally. 
6. The ability to liaise and negotiate effectively with a wide range of agencies (e.g. Dept for Work and Pensions, health & social services etc).

Desirable skills, experience and abilities

1. Previous experience of working in a carer focused environment.

2. Previous experience of working with BME communities.
3. Understanding of work in a voluntary sector organisation.

4. Experience of welfare rights work gained either in a voluntary or paid capacity.

5. Experience of keeping up to date records.

6. Experience of monitoring outcomes.
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