Care for Carers: Stepping Out Short Residential Respite Breaks for Carers

Job Description

Employer:

 
Care for Carers

Title of Post:

Short Breaks Co-ordinator  
Responsible to: 

Care for Carers CEO
Purpose of Job
1. To promote and develop Care for Carers short break services in accordance with the organisation’s aims and objectives.
2. To deliver existing services and develop new services in relation to short breaks and learning opportunities for all carers, whatever their caring situation.
3. To contribute to the implementation of local regeneration and citywide/ national Carers strategies and targets
4. To work with the Care for Carers to explore and develop future strategic plans. 
MAIN TASKS

1. Short Breaks Co-ordinator
· To share overall responsibility for the day to day management of the Stepping Out®™ and Still Caring services and the delivery of the services. The Stepping Out®™ programme takes place across Scotland.
· To take lead responsibility and have a hands-on approach on short breaks.

· To promote the Stepping Out®™ and Still Caring short breaks service locally and Scotland wide and update and monitor Social Media accounts.

· To support and develop our role in Shared Care Scotland’s Respitality programme and Carefree breaks programmes.

· To be a motivated team worker, able to work in partnership and build working relationships.

· To be able to self manage workloads.
· To encourage and promote referral from all relevant agencies to Care for Carers short break and respite services.
· To maintain records and undertake office administration and social media in relation to short breaks and respite services provided by Care for Carers.

· To work with systems to enable effective monitoring and evaluation of the services and undertake reporting on short break and respite services.
· To support development of short breaks and Care for Carers services.
· To develop working relationships in relation to Short Breaks locally and nationally.
· To work in partnership with other agencies and organisations so that new services for carers can be set up and existing ones improved.
2. Financial

· To manage petty cash in relation to short break and respite services.
· To provide evaluations and written reports for funders

· To support the preparation of funding applications as appropriate
3. Development and networking

· To promote opportunities for joint working and collaboration with other agencies (local, citywide and national) and employers, which will extend the provision of services for carers
· To contribute to the development and implementation of local regeneration and citywide/ national carers strategies and targets

· To organise and participate in conferences, seminars and publicity, including talks and presentations
· To respond to identified carers needs by initiating new projects, training and developments
General requirements of post

· To work unsocial hours as required

· To carry out all duties with due regard to equal opportunities
· To carry out any non-recurring duties that arise occasionally
Condition of Service

Rate of pay will be £25,991 pro rata for 24 hours per week. 
Extra hours are available in relation to the Stepping Out®™ residential work. 
Care for Carers has a Workplace Pension scheme in place through the NEST pension scheme, currently 5% paid in by Care for Carers and 3% by employees 
Holidays

Annual leave and public holidays will be pro rata. Staff are entitled to 4 weeks annual leave. Care for Carers recognises 10 public holidays over the year.

Expenses

Mileage allowance will be paid at 45p per mile.

Notice of Termination of Employment
The period of notice terminating tenure of the post is one month on either side.

Equal Opportunities

Care for Carers is working towards being an equal opportunities employer. Care for Carers has a positive approach to working with volunteers and staff are engaged with this. Care for Carer is seeking to become a Carer Positive employer.
Assignment and Review of Work

· The post holder’s work will be assigned, supported and directed by Care for Carers Manager.
· The post holder will report and be accountable to the Management Committee.

· The post holder will be supported and supervised by Care for Carers Manager.

Responsible For

· Managing own workload

· Delivering the service

· Monitoring all relevant statistics and information

· The evaluation of the project

PERSON SPECIFICATION

Essential skills, knowledge and experience required for this post

· Experience of community based working and a knowledge of carers issues
· Experience of organisation/ project management and development work
· Experience of training and activity based projects
· Good interpersonal and communication skills, including report writing
· An understanding of and sensitive approach to the needs and difficulties faced by Carers

· The ability to work on own initiative and to prioritize and plan workload
· Ability to be innovative and creative

· Knowledge of Health, Social Care and/or Voluntary Sector services
· Excellent IT and Social Media skills
· Understanding of outcomes focused work 

· Experience of evaluation and monitoring services
