EAST RENFREWSHIRE CARERS CENTRE
Job Description

Title:

                      Digital Information, Advice & Communications Worker 
Responsible to:
          Centre Manager 


MAIN DUTIES
As an organisation we are committed to working strategically with key organisations in East Renfrewshire with a view to providing extensive and varied services for adult and young carers.  In conjunction with the board of Directors and the Centre Manager the post-holder will: 

AIMS
· Work as part of the Carers’ Centre team supporting carers and young carers who are looking after a family member, partner or friend with an illness, disability, mental ill health or substance misuse problem.
· Enable carers and young carers to access support services and activities which will meet their identified individual needs regardless of their age, gender, ethnicity, disability, religion or sexual orientation
· Provide high quality information, advice and support to carers in East Renfrewshire using a variety of online and digital platforms 

· Promote the work of East Renfrewshire Carers’ Centre 
· Raise the profile of carers and young carers, raising awareness of their needs and issues relating to their caring role.
· Develop the capacity of Centre staff and volunteers to contribute to digital communication methods used by the Centre.
	Areas of Accountability & Key Responsibilities of the Digital Information, Advice & Communications Worker
1. Work with and/or on behalf of carers.


· Develop, maintain and update the Centre’s website and associated social media tools to provide carers with relevant information and advice.

· Develop tools for carers to contact and seek information online and respond to these requests in a timeous manner. 

· In line with the Carers (Scotland) Act 2016, support the uptake of Adult Carer Support Plans by developing an online self-assessment tool for carers
· Work with the Short Breaks Worker to promote short break entitlement and availability particularly the Centre’s Carers Recognition Card

· Develop online services that increase the Centre’s capacity to provide carer training and peer support.

· Develop the Centre’s online presence in a way that increases awareness of carers’ issues and the support available through the Centre among referrals and the local community. 

· Lead on the development and production of the Centre’s newsletter and other printed communication including good news stories with local media.
· Provide digital information that is accessible to a wide range of people including people with sensory impairment and English as a second language.

· Increase the Centres online referral procedures and links to other organisations

· Work closely with the Centre’s administration support to develop and support all the above.

2. Financial Management
· Ensure any activities undertaken are within budget.

· Assist with grant applications which would enhance or develop services to carers 

· Ensure that the monitoring and evaluation requirements of funders and other bodies are met.
3. Liaison, Consultation and Publicity

· Link the Centre website and social media to that of relevant stakeholders and community groups

· Develop and maintain links with statutory authorities and other voluntary sector organisations, liaising with other agencies to raise awareness of carers’ issues and their needs.
· Develop an annual survey of carers registered with the Carers Centre
· Assist in ensuring that publicity materials produced by the Carers Centre are of a high quality and reflective of the work of the Centre.
4. Organisational Management and Accountability
· Maintain accurate records to ensure efficient documentation of all areas of service  and provide data (qualitative and quantitative) to be used for monitoring progress, identifying needs and influencing future planning of services offered to carers in the East Renfrewshire local authority area.
· Prepare and agree with the Service Co-ordinator and Centre Manager a programme prioritising areas of work.
· Participate in staff planning meetings. 
5. Other Responsibilities

· Achieve all personal performance objectives and targets as agreed with the Service Co-ordinator and Centre Manager. 

· Adhere to all Centre policies for e.g. equal opportunities, confidentiality and health/safety.

· Carry out all tasks to the criteria as laid out by the Centre’s quality standards.
· Carry out other tasks appropriate to the post as agreed with the Centre Manager and the Board of Directors.

	Qualifications

	D1
	Degree in informtaion technology and/or business health & social care.
	 
	

	Experience

	E1
	Proven ability to develop, maintain and manage websites
	
	 

	E2
	Experience of developing and promoting social media channels as a form of engagement and communication.
	
	 

	E3
	Experience of working with unpaid carers.
	
	

	D2
	Experience of marketing and pr activity
	
	

	D3
	Experince of evaluation and monitoring
	
	

	Knowledge & Understanding

	E4
	Understanding of issues affecting unpaid carers.
	
	 

	E5
	Knowledge of online resources available to support carers.
	
	 

	E6
	Knowledge and experience of managing project milestones and deliverables. 
	
	 

	D4
	Understanding of current policy and strategic drivers affecting carers of all ages including Health & Social Care Integration and the Carers Act.
	 
	

	D5
	A knowledge of website design and development, Google Analytics, reports, and Google Forms.
	 
	

	Skills & Attributes

	E8
	Excellent IT skills including microsoft office
	
	 

	E9
	Able to demonstrate excellent verbal, written, communication and presentation skills including the ability to write clear, concise and accurate reports.
	
	 

	E10
	Strong ability to plan, organise and prioritise workload.
	
	 

	E11
	Ability to research and collate information and present it in an accessible way for multiple audiences. 
	
	 

	E12
	Excellent project management skills with an ability to coordinate multiple inputs to a projects delivery.
	
	 

	E13
	Ability to work as part of a team and use your own initiative.
	
	 

	E14
	Ability to work with monitoring and evaluation frameworks.
	
	 

	E15
	Understanding of outcomes focus work
	
	 

	E16
	A creative and flexible approach to work that encourages collaborative working and effective stakeholder engagement.
	
	 

	E17
	Excellent copy-writing skills.
	
	 

	E18
	Commitment to Continuing Professional Development.
	
	 

	D6
	Able to travel independently in the course of your work and have access to a car.
	 
	
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