Carers of East Lothian (CoEL)
Job Description

Job Title

Carer Support Worker – Welfare Rights
Job Purpose
To support unpaid carers to access person centred information, advice and support with specific focus on improving financial wellbeing.  The post-holder will both directly support carers with these issues and act as a resource for the rest of the Carer Support Team and others.
Line Manager
Deputy CEO
Main Duties

Carer Support

· Provide person centred information, advice and support to carers focused on improving their financial wellbeing but sensitive to their caring situation.
· Support carers to identify and access training and contribute to the development and delivery of training for carers.

· Support carers to access opportunities for peer support including facilitating them attending regular group carer support meetings if they wish.

· After discussion with the carer refer them to other members of Carer Support Team for additional support & info and/or refer them to other specialist support services.
Welfare Benefits and Financial Planning
· Support carers and those they care for to navigate, access and understand options available to them within the full range of UK, Scottish and local welfare benefits.

· Provide income maximisation advice to Carer Support Team members to enable them to appropriately support carers taking over direct casework if the situation requires more specialist knowledge.
· Provide one to one income maximisation support to carers including facilitating claims, assessing risks and supporting reconsiderations of existing awards and making referrals for support with appeals as appropriate.
· Manage benefits enquiry caseload by offering carers a twice weekly benefits enquiry clinic
· Provide limited informal money management / effective budgeting support to carers and refer them to specialist support services for support around debt and money advice, fuel poverty and energy advice, housing rights, etc.
· Identify and help develop initiatives to ensure that up-to-date financial and benefits advice is available to carers such as benefits surgeries, newsletter articles, etc.
· Maintain up to date knowledge of changes in welfare benefits regulations and administration and keep rest of the team informed of these as appropriate
· Support effective working with SSC /DWP / Pensions Service / ELC / other agencies involved in administration of benefits to make the work of CoEL around welfare benefits as efficient and effective as possible.
· Advise on how carers can administer the person they care for’s welfare benefits and refer them for support with gaining PoA or guardianship as appropriate.
· Maintain appropriate records of work undertaken and lead in the production of robust statistical reports for funders.

Carer Identification

· Assist with increasing the numbers of carers accessing support by raising awareness of importance of support for carers amongst both other professionals and the public.
Development work

· In conjunction with CEO and Deputy CEO a, work towards CoEL being able to achieve Scottish National Standards for Information and Advice for a Type II service.
· To make contact, create links and liaise with carers, carers groups, voluntary, statutory and private sector agencies to promote CoEL and raise awareness of carer support needs.
General Duties

The post holder will be expected to consistently and effectively perform a few general duties:

· Comply with CoEL’s casework model and outcomes focus.
· Participate in regular duty sessions to respond to carer enquiries.

· Be responsible for the accurate and timely recording of enquiries and casework records including use of CoEL’s electronic database

· To help support volunteers in their role within CoEL.

· Assist in producing statistical information on carer support

· Comply with CoEL’s policies and procedures such as confidentiality policy, telephone and recording procedures, lone working policies, etc

· Participate in CoEL’s staff team meetings.
· Carry out other non-recurring duties as arise from time to time, and occasionally help cover carer centre duties during the absence of team members.

Main Conditions of Service
Hours
21 – 28 hours per week, to be negotiated. All salary and benefits are calculated pro-rata based on full time of 35 hpw. Work pattern over the week flexible subject to agreement.
Salary
£29,750.89 (pro rata)
Benefits
CoEL will match up to a 6% pension contribution, and offer very flexible working arrangements.

Holidays
Equivalent to 35 days (25 days plus 10 public holidays taken flexibly) full time.

Funding / Duration
This post is a short-term maternity cover role, to end June 2025, with possible extension, subject to continuation funding, to end December 2025.
Location
CoEL offices in Community Hospital Haddington with flexible working from home. Travel throughout East Lothian may be required.  Car use is considered essential. Mileage is paid at 45 ppm.
Person Specification

Qualifications

· Candidates will be expected to have a good general education which may include qualifications in information and advice work, welfare rights or benefits advice, counselling or other person-centred training, community development, adult education, social work, health / nursing.
Knowledge

· Extensive knowledge of welfare rights and benefits entitlements for carers, older people, and people with disabilities or long term conditions (essential)

· A good understanding of the needs and situation of carers and a commitment to supporting carers (essential).
· Knowledge of how the statutory, voluntary and private sectors work in regard to health and social care provision and advice work (essential)

· Knowledge of wider income planning and maximisation issues (desirable)
· Knowledge of key issues involved in money, energy and housing advice work (desirable)

· Knowledge of health and social care landscape in East Lothian (desirable).
Experience

· 2 years’ experience in welfare rights / income maximisation advice work in a paid or unpaid capacity (essential)
· 2 years’ experience in person-centred information and support work in a paid or unpaid capacity (essential)
· Experience of delivering training and/or money based education (desirable).

· Experience of group support work (desirable).
Skills

· Very good listening and general communication skills (essential).
· An ability to deal with carers, professionals and members of the public in a sensitive and person-centred manner (essential).
· Ability to analyse complex issues, research information and confidently put results into effect and share with clients and colleagues (essential)
· Good written skills and the ability to write concise and effective reports (essential).
· Proven ability of organising, prioritising and managing own work (essential).
· Confidence in the use of ITC including word processing, e-mail and calendar, and internet facilities and the ability to be largely self-supporting in the office (essential).
Other

· Commitment to treat people fairly and even-handedly (essential).

· Commitment to confidentiality (essential).

· Clean, valid driving license and access to own vehicle (essential).

· Membership of PVG (Adult) Scheme (essential).  If you are already a member we will pay for an update report but candidates who are not members will be expected to join at their expense.  Currently this costs £59.00.

