Independent Living Association SDS Forth Valley

Role Profile 

SDS Information Coordinator


	Role Overview
As an SDS Information Coordinator, you’ll be a key member of a small, supportive team providing clear and practical guidance on Self-Directed Support (SDS) across the Forth Valley area. You'll work directly with individuals, carers, families, and Health and Social Care partners to:
· Help people feel confident and prepared to engage in social care assessments and reviews.
· Support individuals in making informed decisions about SDS to take more control of their lives.
· Empower people to choose the best SDS options for their needs, maximising their independence.
· Ensure that people and carers feel supported, informed, and less stressed throughout their care journey.
You’ll be involved in delivering presentations and workshops, helping people understand their rights, and providing guidance to those who may not qualify for SDS but still need support. Full SDS training will be provided.




	[bookmark: _Hlk485139194]Key Responsibilities
· Serve as a helpful first point of contact for our service via phone, email, and in person.
· Support communication and administration tasks to deliver the SDS workplan and strategy.
· Help individuals prepare for and participate in SDS assessments and reviews.
· Present SDS information in an engaging, easy-to-understand way through workshops, presentations, and one-to-one sessions.
· Collaborate with the CEO and team to enhance service delivery and promote the Self-Directed Support Service in the Forth Valley area.
· Provide clear guidance on services such as personal assistant recruitment, payroll, and employer responsibilities.
· Assist Personal Assistant employers by providing access to learning and development opportunities.
· Use computer programs and social media to manage communications and keep tasks on track.
· Maintain accurate client records and keep the organisational database up to date.
· Handle room and equipment bookings and provide general administrative support.
· Help keep the Self-Directed Support website current by sourcing and updating relevant information.
· Be flexible and proactive in responding to the evolving needs of the service and the people we support.
· Carry out other tasks relevant to the role as needed.




	To carry out this role, you will have:

	Knowledge:
· Basic understanding of the Scottish social care system (or a willingness to learn).
· Awareness of the Social Model of Disability and the concept of independent living (training will be provided).
· A strong commitment to diversity, equality, and inclusion.
· Full training on SDS will be provided.


	Skills:
· Ability to build positive relationships with a variety of stakeholders.
· Eagerness to engage in ongoing learning and professional development.
· Confident handling sensitive enquiries and signposting individuals to appropriate support.
· Proactive and organised, with the ability to manage your workload effectively.
· Comfortable using Microsoft Office (Word, Excel, PowerPoint) and willing to learn new system.
· Good communication skills—both written and verbal—for various audiences.
· Ability to spot opportunities for process improvements and collaborate with the team to implement them.

	Experience:
· Experience in an administrative or information-sharing role.
· Experience producing accurate meeting minutes and keeping records organised.
· Experience delivering presentations or training is beneficial but not essential – willingness to learn is key.
· Desirable: Lived experience of disability or social care, or experience engaging with people who have lived experiences.

	It is essential that you have a full driving licence and have access to a car as you will be mobile throughout the Forth Valley area.



	Chief Executive Officer:  
Violet M Keenan
	Team:  Support in the Right Direction Team


	Reporting To:  
Development Manager
	Location: E Centre, Cooperage Way Clackmannanshire

	Hybrid Working: Community Work
	Holidays: 26 Weeks with 8 Bank Holidays

	[bookmark: _Hlk487824683]Fixed Term until March 2027
	Hours: 35 per week
9am to 5pm with occasional evening/weekend work and TOIL provided
	Salary:  £25500






