Draft Ceartas Information Development Worker Job Description 
June 2023  

Job Description 





    Information Development Worker  
Job Title:



Information Development Worker  
Salary Scale:



£23,650 - £26,875K (pro rata if part time)
Conditions:

As per the Statement of Particulars of Employment and all relevant Ceartas policies. 

Hours of work:
35 hours per week (part time negotiable); Time-Off-In-Lieu system operates.   

Probationary Period:


12 weeks 
Responsible to:


Coordinator
Screening:
This post is subject to satisfactory references and an enhanced disclosure (formerly SCRO checks) under the Police Act 1997 (Part V).

Overview:
The role will assist with the development and provision of a person centred information service, prioritising people living with, and affected by dementia, in East Dunbartonshire.
The role will enable individuals to access information either on a one to one basis or through group work facilitating our existing De Cafes and group supports; 
The postholder will work alongside partner agencies to promote access to a variety of community based supports; supporting individuals to make best use of information in decision making in relation to their current and future needs.
The post holder will also contribute to the monitoring, evaluation and reporting on outcomes for our funders.  
This support will be delivered in a person-centred flexible way at a pace that suits those receiving the service. Creativity and innovation are encouraged to ensure that we strive to continually improve the way we support people living with and affected by dementia.
Task Descriptions








    

Casework

1. To provide information tailored to individual needs.
2. To lead and facilitate group work 

3. To work in partnership with other agencies and professionals to enhance access to information, in particular for those affected by dementia 

4. To support the wider management team in monitoring, evaluation and completion of reports for funders.

5. To assist in the processing of and response to referrals received by Ceartas and the general management of casework.

6. To maintain service user and operation records as required.

7. Work to clearly defined objectives and specified targets with a clear understanding of work planning and effective time management.

8. To maintain good communication links with people who use our services, colleagues and all agencies. 
Teamwork

1. To participate in Strategic partnership meetings, Board meetings, internal meetings as required.
2. To critically reflect on practice and participate in practice discussions and individual support and supervision.
3. To assist the team to respond to information requests and other enquiries

Organisational Responsibilities
· To be aware of the aims and objectives of Ceartas and work within the staff group to ensure these are achieved.
· To work within the policies, principles and good practice of Ceartas.
· To carry out the necessary co-ordination, administration and planning as required for the success of the organisation.
· To assist with the provision of presentations and training.
· To assist in the promotion of Ceartas and to raise awareness of its services 
· To make effective use of training opportunities made available through Ceartas and other appropriate organisations.
· Ensure that the appropriate systems are in place to monitor and review the quality to of service delivered.
· Support and Encourage User Involvement opportunities in the organisation.
· Any other task that may be reasonably requested of the post-holder.
Information Development Worker  - Person Specification













                    




Essential              Desirable
Experience





Working in a third sector organisation                                          



√
Knowledge of local community/East Dunbartonshire





√
Experience of public speaking and presentations
Experience of group facilitation







√


Experience of peer support 





        


 √

Current experience or knowledge of Health and Social Care sector

√

Knowledge and Understanding
Understanding of issues concerning people who use                                   
health and social care services                                                                     √
Commitment to the Principles, Standards & Codes of Best Practice

of Independent Advocacy






√
An understanding of key legislation (Mental Health (Care &Treatment)


√


(Scotland) Act 2003; Adult Support & Protection (Scotland) Act 2007;

Adults with Incapacity (Scotland) Act 2000 as well as other relevant 

legislation

 
Personal Skills or Qualities

Excellent IT skills particularly Microsoft Office



√

Ability to work under pressure to deadlines




√

Reliable and enthusiastic






√

Manage and prioritise workload effectively




√

Creative and good at problem solving




√

Ability and/or willingness to travel





√

Use own initiative







√
A commitment to equality and social justice 




√
Communication Skills

High degree of written and verbal skills




√




Good listening skills







√

Ability to communicate well with a wide range of people


√

Proven ability to network and build relationships



√

Education

Degree or further educational qualification






√

Evidence of learning and personal development





√




People Experience

Working with Older people


}
}

Working with individuals with dementia                }
Mental Health



}





Learning Disabilities



}

Physical Disability



}

Sensory Impairment



}

Multiple/Complex disabilities


}


Behavioural Difficulties


Drug, Substance or Alcohol misuse 
Children and Young People 


} 

Essential - Experience of at least one within this group














