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JOB DESCRIPTION

Job Title:


Adult Carer Support Officer
Accountable to:

Deputy Centre Manager / Centre Manager
Hours of Work:

28 or 35 hours per week




(the post will involve occasional evening and weekend work)
PURPOSE OF THE POST
We are looking for a highly motivated and dynamic person to join our Adult Carers Support Service. The role will involve supporting Adult Carers through providing direct one to one support to undertake assessments for Adult Carer Support Plans, benefits checks, form filling and supporting the facilitation of and attend events for Adult Carers.
	Areas of Accountability & Key Responsibilities of the Adult Carer Support Officer


 Carer Support

· Provide information on services available to unpaid adult carers
· Develop support tailored to meet the individual needs of carers by;

· Providing advice and information to support carers in their caring role

· Providing one to one emotional support

· Undertaking assessments and Adult Carer Support Plans

· Undertaking benefit checks supporting income maximisation/financial inclusion

· Assisting with form completion

· Providing basic advocacy where necessary

· Supporting the facilitation of carer events/ activities / groups

· Providing the opportunity for carers to be involved in the planning of new local services

Recording and Monitoring

· Record all requests for support and contacts with Adult Carers and any professionals using the Case Management System developed and implemented by the Carers Centre
· Conduct regular monitoring, evaluating and reporting on the effectiveness of the services / projects with carers and professionals
· Provide regular written reports on progress to the Senior Management Team, Board of Directors and Funders as required
· Ensure that outcomes, indicators and impacts are measured in line with targets set by funders and Scottish Government and contribute to formal 6 monthly reports as required.
Accountability

· Prepare regular work plans in agreement with Senior Management Team

· Participate in regular supervision, performance reviews and team meetings with Senior Management Team and other Centre staff.

· Plan annual leave in conjunction with other team members and around key annual milestones within the service and wider Centre

· Seek personal support and opportunities for self-development where appropriate

· Represent the organisation as appropriate at external events, partnership meetings and conferences
· Undertake any other duties necessary to support and further the aims and objectives of the service and wider Centre

Person Specification
	Education                                                      

	Relevant diploma / degree or equivalent
	Desirable 

	Experience / Skills

	Minimum of 2 years’ experience working in a similar role
	Essential

	Proven ability to engage directly and provide a person-centred service to support carers – understanding their specific needs and types of information and support they require
	Desirable

	Up to date knowledge on Disability Benefits and ability to undertake benefits checks for carers and the person they care for
	Desirable

	Ability to provide a basic advocacy service for carers
	Desirable

	Experience of partnership working with external agencies/organisations
	Essential

	Experience of using databases, Microsoft office packages and managing administration systems
	Essential

	Excellent planning and organisational skills including ability to ensure achievement of deadlines
	Essential

	Ability to use initiative, organise workload and work unsupervised
	Essential

	Excellent communication and presentation skills, both verbal and written
	Essential

	Ability to work as part of a team and be a proactive team player
	Essential

	Good interpersonal skills, with the ability to liaise and work successfully with stakeholders at all levels
	Essential

	Ability to drive a car, access to a car and appropriate business class insurance
	Essential

	Knowledge 

	A knowledge and understanding of the Carers (Scotland) Act 2016 and Community Care Legislation
	Desirable

	Commitment to Equal Opportunities

	Understanding and commitment to principles of confidentiality and Equal Opportunities practice
	Essential


Stirling Carers Centre is an Equal Opportunities employer
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