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JOB DESCRIPTION
	Job Definition and Requirements



	JOB TITLE: Information & Development Officer

	REPORTS TO: Manager

	ORGANISATION: Self-Directed Support Forum    

                              East Renfrewshire
	22 hours per week
pro-rata salary - £17,155 
Gross salary - £27,292


	AIM & PURPOSE: 



	To provide practical support and information to assist clients in identifying the most suitable options for their needs.
We enable and empower people to make choices and have control regarding care and support, we 

provide expert knowledge, information, and advice on Self-Directed Support. We look to enable people by informing them and providing independent services to enable them to feel empowered, in control and to have choice when making key decisions about how they live their life. 

We offer Independent Support and Advice, Community Brokerage services and expertise on Self-Directed Support. 
Collaboration and participation are the guiding principles and values of how we approach and deliver our services. 
The organisation has excellent relationships with other third sector providers and private sector providers in the local area as well as the East Renfrewshire Health and Social Care Partnership.
The SDS Forum ER is involved in relevant strategy and steering groups both nationally and locally. 


	CORE ACCOUNTABILITIES: 



	Network & 
Communication
	· Produce and distribute relevant information for SDS members, stakeholders, and the wider community of East Renfrewshire.
· Raise awareness of self-directed support - working in partnership with East Renfrewshire Council, local organisations, and voluntary groups.
· Develop and support the involvement of volunteers as peer support/mentors.

	Provide support/advice to  individuals, carers families,  

	· Maintain a tool kit of resources to help people and practitioners understand health and social care processes linked to SDS.
· Provide independent information and advice in relation to:
· SDS & Employment Law

· Aid individuals with community capacity building
· Support individuals and families and carers in understanding the process and 
      framework on which assessments are based. 
· Explore with individual, families or carers, which of the four options would meet their needs and best deliver the desired outcomes. 

· Work with people with mental health issues, their families and support networks to use SDS to achieve personal outcomes.
· Support people throughout their assessment and facilitate and support them with a personal plan that outlays their specific needs and outcomes. 
·  Signpost people to community assets - to relevant support organisations and services – to meet their outcomes that may depend upon statutory services. 

· Provide brokerage and mediation when dealing with health and social care professionals.


	Workshops & Event (planning)  


	Identify, plan, and implement relevant health and social care topics in collaboration with local partners.


	Continuous Improvement
	· Keep abreast with national and local trends and changes to SDS and maintain and update community services directory to reflect these. 

· 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, and expense/budget management. 
· Be responsible for personal development planning and identify areas of improvement aligning to service objectives and outcomes. 


	PERSON SPECIFICATION



	
	ESSENTIAL
	DESIRABLE

	QUALIFICATION/ EDUCATION


	· Relevant Health & Social Care knowledge, skills and experience recognised as equivalent to SVQ 6
· Knowledge of Self-Directed Support Act 2013

· Knowledge of Child Protection Legislation & Vulnerable Adult
	Relevant Health & Social Care qualification to a min SVQ 6 
HNC/HND Qualification

Community Brokerage Award


	COMPTENCIES - SKILLS


	· Achieving Results  - Proactive, Multi-tasking, Planning & Organizing, Evaluate & Inform Practice

· Decision Making – Information Seeking, Problems Solving, Good Judgment

· Build and Maintain Relations with Individuals and Groups - Team Player, Cross Cultural Skills, Networking, Influencing, Negotiation.
· Interpersonal & Role Definition – Mediator, Consultant, Facilitator, Coach

· Communicate effectively – Active Listener, Presentation Skills, Report Writing Skills
· Continuously Grow and Develop - Discretion, Integrity, High Personal Standards, Self-Awareness, Critical Reflective Practitioner, Resilience, Self-Motivator & Flexibilty.
· Proficient with Microsoft office 

package

	

	CIRCUMSTANCE/ 

REQUIREMENTS
	· Able to work outside normal working hours.
· Full driving licence and access to a car

· Travel out with the boundary of East Renfrewshire 
· Remote working will be required. We are currently working on “hot desking” options.

	

	The job description and person specification has been designed to indicate the general nature and level of work performed by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all accountabilities and qualifications required of employee assigned to this job.



