[image: image1.png]LciL'®

rights & choices .




Lothian Centre for Inclusive Living

Job description

Post Title:

Information Officer –  up to 18 hours (fixed 





for 4 months) – may be extended
Post Salary:

Equivalent to AP4, Points 27-30

Responsible to: 
Information Co-ordinator
Purpose of post:
The Information Officer will work within a small team whose joint approach is to provide an inclusive information and advice service to Service Users on all aspects of disability and independent living.
Post Objective:

To provide information and advice which is accurate, up to date, accessible and relevant to disabled people and their supporters in Edinburgh.  
To promote the full participation of disabled people in the mainstream, economic, social and political life of the community in accordance with the policy objectives of LCiL’s Board.

Main Tasks and duties:

Information Provision

· To be responsible for responding to incoming enquiries for information 
on a wide range of issues including: Welfare Rights and Disability Benefits, Accessible and Concessionary Transport, Community Care Issues and Direct Payments, Housing and Adaptations, Holidays and Leisure, Education and Employment and Disability Discrimination Issues. 
· To ensure that enquiries to the Grapevine Disability Information Service are dealt with promptly, accurately and efficiently.  
· To provide advice to individual disabled people with applying for disability benefits, including assistance with the completion of application forms and benefit checks.  To identify gaps in information provision, actively seek out and disseminate information and maintain an information library and database of local information relevant to disabled people in Edinburgh. 
· To signpost and refer service users to appropriate services for support and advice, including other LCiL services eg: Training, Payroll, Independent Living Team and SDS Capacity Building Programme. 

· To contribute to the production of a range of disability related information leaflets and directories for distribution by Grapevine.  
· To design and write articles for a quarterly disability information 
newsletter for distribution to LCiL members, service users and partner organisations.  To ensure the newsletter is distributed in a range of formats including standard print, large print, Braille and online. 

· To effectively promote and publicise the information service through targeted campaigns to disabled people and their supporters through distribution of publicity material to a wide range of agencies in the statutory and voluntary sector. 
Development and Liaison
· To work with a range of agencies to promote access to information for disabled people.  To raise awareness of good practice in information provision.

· To represent LCiL on appropriate boards, committees and forums to raise awareness of disability issues and influence good practice in information provision.

·  To develop and influence new areas of work related to information provision as opportunities arise.

·  To develop awareness of disability issues, welfare rights and good practice in information provision through talks, presentations, workshops, publications, or any other appropriate medium. 
Other 

· To record information relating to service user enquiries for monitoring of statistics for funders.  Ensure that all service user information is confidential. 
· To record and collate gaps in information provision and pass to Information Co-ordinator.
· To produce reports and case studies as required by the co-ordinator, Chief Executive or the Board of Directors.
· Any other reasonable tasks concerned with the smooth running of LCiL.

Decisions Made in the Course of the Job 
Accountable to the Information and Communications Co-ordinator for all tasks relating to the post.

Decisions relating to:

Identifying and responding to information needs of service users and determining appropriate advice and support. 

· Prioritising and organising own workload, managing incoming enquiries and responding to service user’s needs.
· Making recommendations to the Information Co-ordinator regarding gaps in information provision for service users.
· Identifying areas of further research, training and continued professional development. 
Contacts
· Disabled People, friends and family members and any individual seeking disability information

· Disability Organisations

· Voluntary, Statutory and Private Sector Organisations

· Local Authority Officials and Departments

· Government Officials and Departments

· Schools, Colleges and Universities

· Health Service Officials and Departments

· Housing Providers and Support Workers

· Information and Advice Agencies

· Holiday Accommodation Providers

Supervision Received
The post holder will receive regular supervision from the Information Co-ordinator in accordance with the terms and conditions of service.  The post holder will be expected to attend staff meetings, team meetings, training courses, LCiL events and other meetings deemed appropriate to the functioning of the service. 

Complexity and Creativity
The Lothian Centre for Inclusive Living is an innovative and demanding initiative which has a significant impact on the lives of disabled people, their families and the statutory agencies.

The provision of support which enables disabled people to increase their level of self-control in all aspects of their lives is highly complex.  It requires sensitivity, knowledge of services which are available to disabled people, a commitment to the Social Model of Disability, and an understanding of the Independent Living Philosophy.

The Information Officer is required to take initiative on a wide range of tasks and work as part of a team to ensure the Centre maintains an integrated approach.  The post holder must be able to work under pressure within a challenging and sometimes uncertain social, political and financial climate.

It is essential that the post holder is able to work within an organisation that is led and managed by disabled people.
Person Specification: Information Officer

	
	
Essential
	
Desirable

	Education and Qualifications
	· Educated to secondary level
	· Relevant professional qualification or higher education training

	Skills and Abilities
	· Ability to listen and communicate clearly both verbally and in writing.  

· Good interpersonal skills

· Excellent time management skills, including prioritising enquiries, managing appointments, etc. 
· Ability to use information technology for purposes of advice provision. 

· Ability to record information on databases in a clear and consistent manner, including financial information.  

· Ability to summarise complex themes/issues using plain English.
	· Presentation skills, ability to deliver talks/workshops. 
· Research skills

· Social media skills including updating website pages, using mailchimp and running marketing campaigns

	Experience & Knowledge

(Paid or voluntary work)
	· Understanding of Independent Living philosophy and Social Model of Disability.

· Understanding of person-centred working.

· Experience of information and advice provision across range of formats. 

· Specialist knowledge of welfare benefits in relation to disabled people, as they relate to disabled people and people with long term conditions.

· Understanding of equal opportunities/anti-discrimination practice.

· Experience in use of Microsoft Office software

· Experience of working with those affected by multiple, challenging and complex needs including those under emotional stress. 
	· Work or personal experience in a user controlled environment
· Knowledge of services available to disabled people.
· Basic knowledge housing, transport, employment, education, community care services. 
· Experience of supporting people through the welfare benefits appeal process. 
· Direct personal experience of disability.

	Personal Attributes
	· Flexible and responsible

· Non judgmental

· Team worker

· Enjoys a challenge

· Ability to work under pressure and to work off own initiative.  

· Pays attention to detail. 
· Committed to personal development and training. 

	· 

	Other Requirements
	· Occasional work at evenings or weekends according to needs of service. 

· Taking part in training/events which may involve travel outwith Edinburgh and Lothians. 
	 


