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Post :  Independent Advocacy Officer

Hours :  up to 37 Hours per week  

Location :  North Wales- hybrid but with a requirement to attend the office at Parc Menai, Bangor
Scale:  FTE £ 25877 -£ 27 320 + 6% pension per annum depending on experience

Working for NWAAA
We are a passionate and dedicated community sector organisation, striving to help people live better lives and contribute towards greater social justice for all. If you like the sound of that, then we want to hear from you.
As an employer we care deeply about supportive working environments so that every member of our team can apply themselves fully to our objectives, and grow their professional development. We employ people with experience in advocacy and people who are looking for an opportunity to prove how amazing they can be.  
We offer flexible working, generous holiday and leave packages, an optional Healthcare Plan and other incentives to support our staff. 

Overview of Independent Advocacy Officer Post 
Advocacy is taking action to support people to say what they want, secure their rights, pursue their interests and obtain services they need. Advocates work in partnership with the people they support and take their side, promoting social inclusion, equality and social justice. As an Independent Advocacy Officer with NWAAA, you will be working with people with learning difficulties, physical and sensory impairments, mental health issues, acquired brain injuries, older people, and unpaid carers, to name a few. We specifically work on issues faced by those with social care needs, whether being assessed, reviewed or needing information on what options are available and their rights.

You will need to be creative and professional in the way you support people to consider their options and make their views and choices known. You will need to be diligent when working with an advocacy partner and following appropriate legislation and process as you will be supporting them to access their rights under the Social Services and Wellbeing Act, among other social care legislation, so some understanding of these will be needed.  You will be working with people in a range of settings including care homes, community settings and visiting people’s homes. 
You will need to have excellent communication skills, as you will be working with people who communicate in lots of different ways.   You will need to be able to confidently build relationships with a broad range of people working in different services and be able to build trust when working with people who may be experiencing difficult situations when they are referred to the service.
We need you to be self-motivated, with strong time management and organisational abilities. Above all you will need to have a commitment to helping disadvantaged people find their power and their voice and a commitment to protecting the rights of those who cannot speak up for themselves. 
NWAAA operates Advocacy projects in Ynys Môn and Gwynedd; with some out of county where appropriate.  We need people who are happy to cover a large geographical area, and can work at a home office and from our office base.  You will be required to have access to your own vehicle. 



Key Elements of Post 
Advocacy Tasks 

To work with NWAAA Independent Advocacy procedures and sector principles of practice to:
· Provide Independent Advocacy to a range of people, both instructed and non-instructed
· To manage a case load in a self-motivated way
· To seek support and guidance from senior colleagues where needed
· To use a range of communication tools and approaches to ensure that your role and support is accessible to advocacy partners
· To keep advocacy-partners who can instruct, informed, in control and directing your work
· Attend meetings with and on behalf of Advocacy-partners
· To ensure that Advocacy-partners are able to assert their rights and are supported to self- advocate whenever possible
· To uphold the rights of Advocacy-partners where they are unable to self-advocate
· To work within timescales and to deadlines where necessary
· Encourage clients to explore their potential to the fullest push boundaries and manage risks to maintain or regain increased control over their daily lives
· Undertake all necessary paperwork and keep files up to date
· Work professionally with all stakeholders
· To signpost to appropriate specific legal advice and other appropriate services where necessary
· Travel around North Wales to visit Advocacy-partners, attend meetings and other events
· To work within and comply with the contractual remit of the service, the Advocacy Charter and all NWAAA policies and procedures

Administration, Monitoring & Evaluation

· To maintain satisfactory records and administration systems and contribute to the efficient running of the service
· To record inputs, outputs and outcomes in accordance with Association procedures
· To identify issues of importance raised by individuals using the service from their views and experiences and promote these through relevant means e.g. community groups, reporting to management, contributing to regional and national conversation
· To actively participate in and contribute to team meetings, supervision sessions and staff appraisals as arranged
· To assist in establishing criteria for good practice in advocacy and in monitoring and evaluating the service against these criteria

Accountability

· To seek guidance and support from Management Team and follow organisational procedures.
· To record movements in office diary and provide relevant information to Management Team as requested
· To work closely with the Advocacy-partner in accordance with the code of practice and other Association procedures


Working alongside Others

Internal

· To attend Team Meetings and planning meetings with colleagues
· To support students, volunteers and new staff including providing shadowing opportunities 

External 

· To liaise with Care Managers, Service Providers and others engaged in working with service users as part of the Advocacy role
· To develop and maintain good working relationships with other agencies in both statutory and voluntary sectors  


Person Specification – Key skills and abilities 
	Qualification
	Essential
	Desirable

	Level 3 or 4 in Advocacy or related area 
	
	· 

	Willingness to work towards Level 4 Independent Advocacy
	· 
	

	Experience
	
	

	Lived experience of using advocacy or social care services
	
	· 

	Some experience of working as an Advocate either non statutory or statutory
	
	· 

	Experience of supporting others to have their voice heard or stand up for themselves when they have felt ignored or disempowered
	· 
	

	Workload  planning and prioritisation 
	· 
	

	Record keeping and reporting
	· 
	

	Working confidentially, maintaining GDPR and working with sensitive information
	· 
	

	
	· 
	

	Experience of working with social care legislation (eg SSWBA, MCA and DoLS, Safeguarding) 
	· 
	

	Understanding of Equality and diversity issues and the Public Sector Equality Duty
	· 
	

	ICT competency including email, word processing, use of database, use of apps and platforms for producing information and providing required data
	· 
	

	Experience of working with health or social care professionals
	
	· 

	Experience of attending formal and informal meetings with other professionals
	
	· 

	Skills
	
	

	Have effective communication skills with a range of people with different needs including making accessible information, adapting style of communication and using communication aids and tools
	· 
	

	Good standard of spoken and written English
	· 
	

	Good standard of spoken and written Welsh
	· 
	

	
	· 
	

	Record keeping and reporting
	· 
	

	
	· 
	

	Being able to understand what a person’s views and choices are, and ensure that others respect them and act on them
	· 
	

	Understand how to apply people’s rights to their situation and ensure that they are upheld
	· 
	

	Knowledge
	
	

	Understanding of Social Services and wellbeing (Wales) Act and Mental Capacity Act
	√
	

	Understanding of Equality and diversity issues and the Public Sector Equality Duty
	√
	

	Understanding principles of rights based working 
	
	√

	Understanding of data protection and confidentiality
	√
	

	Understanding of different types of Advocacy
	
	√
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Swydd: Swyddog Eiriolaeth Annibynnol

Oriau: 30 yr wythnos
Lleoliad: Gogledd Cymru - hybrid ond gyda gofyniad i fynd i'r swyddfa yn Parc Menai, Bangor
Graddfa:  FTE  £ 25 281 -£ 27 320 + 6% pensiwn 
Trosolwg o'r Post
Fel Swyddog Eiriolaeth Annibynnol gyda NWAAA, byddwch yn gweithio gyda phobl ag ystod o anghenion gan gynnwys anawsterau dysgu, namau corfforol a synhwyraidd, materion iechyd meddwl, anafiadau i'r ymennydd a gafwyd, pobl hŷn a gofalwyr di-dâl. Byddwch yn cefnogi ac yn grymuso unigolion i ddweud beth maen nhw ei eisiau, sicrhau eu hawliau, dilyn eu diddordebau a chael y gwasanaethau sydd eu hangen arnyn nhw. Byddwch yn eu cefnogi i gael mynediad at eu hawliau o dan y Ddeddf Gwasanaethau Cymdeithasol a Lles, ymhlith deddfwriaeth gofal cymdeithasol arall, felly bydd angen rhywfaint o ddealltwriaeth o'r rhain. Byddwch yn gweithio gyda phobl mewn ystod o leoliadau gan gynnwys cartrefi gofal, lleoliadau cymunedol a chartrefi pobl.
Bydd gennych sgiliau cyfathrebu rhagorol, oherwydd byddwch yn gweithio gyda phobl ag ystod o anghenion. Byddwch yn gallu adeiladu perthnasoedd yn hyderus gydag ystod eang o bobl mewn gwahanol wasanaethau. Byddwch yn hunan-ysgogol gyda galluoedd rheoli amser a threfnu cryf. Yn anad dim, bydd gennych ymrwymiad i rymuso a gwarchod hawliau unigolion bregus a difreintiedig.
Mae NWAAA yn gweithredu prosiectau Eiriolaeth ledled Gogledd Cymru. Disgwylir i chi weithio ar draws ein prosiectau yn ôl yr angen. Ar hyn o bryd, bydd disgwyl i chi wneud gwaith hybrid rhwng swyddfeydd a chartrefi. . Byrder fydd angen i chi gael mynediad at eich cerbyd eich hun.




Elfennau Allweddol y Swydd

Tasgau Eiriolaeth

• Ymateb i atgyfeiriadau am eiriolaeth gan y Rheolwr Gweithrediadau o fewn terfynau amser y Gymdeithas
• Ymgymryd â gwaith papur agor achos gyda'r cleient neu ar ei ran
• Cyflawni'r canlyniadau a nodwyd yn y cynllun atgyfeirio neu weithredu
• Cyfeirio at gyngor cyfreithiol penodol priodol a gwasanaethau priodol eraill lle bo angen
• Darparu eiriolaeth gyfrinachol un i un
• Cynorthwyo unigolion i weithio mewn partneriaeth gyfartal â gwasanaethau a chynrychioli eu barn pan fo angen
• Cynorthwyo cleientiaid eiriolaeth mewn cyfarfodydd a fforymau fel Asesiadau ac adolygiadau Cynllunio Gofal a Chefnogaeth, cyfarfodydd amddiffyn oedolion, cyfarfodydd cwynion ac ati.
• Sicrhau bod unigolion sy'n defnyddio'r gwasanaeth yn gallu gwneud dewisiadau gwybodus am eu gofal a'u cefnogaeth
• Sicrhau bod y bobl sy'n defnyddio'r gwasanaeth yn gallu honni eu hawliau a'u bod yn cael eu cefnogi i hunan-eirioli pryd bynnag y bo hynny'n bosibl
• Cynnal hawliau cleientiaid lle na allant hunan-eirioli
• Annog cleientiaid i archwilio eu potensial i'r ffiniau gwthio llawnaf a rheoli risgiau i gynnal neu adennill mwy o reolaeth dros eu bywydau beunyddiol
• Gweithio o fewn a chydymffurfio â chylch gwaith cytundebol y gwasanaeth, y Siarter Eiriolaeth a holl bolisïau a gweithdrefnau NWAAA

Gweinyddu, Monitro a Gwerthuso

• Cwblhau cofnodi achosion yn unol ag arfer y Gymdeithas. Diweddaru a chwblhau cofnodion achos o fewn terfynau amser y Gymdeithas
• Cynnal cofnodion boddhaol a systemau gweinyddu a chyfrannu at redeg y gwasanaeth yn effeithlon
• Cofnodi mewnbynnau, allbynnau a chanlyniadau yn unol â gweithdrefnau'r Gymdeithas
• Nodi materion o bwys a godwyd gan unigolion sy'n defnyddio'r gwasanaeth o'u barn a'u profiadau a'u hyrwyddo trwy ddulliau perthnasol e.e. grwpiau cymunedol, cynllunio cyfarfodydd ac ati
• Cymryd rhan weithredol mewn cyfarfodydd tîm, sesiynau goruchwylio ac arfarniadau staff a chyfrannu atynt fel y trefnwyd
• Cynorthwyo i sefydlu meini prawf ar gyfer arfer da mewn eiriolaeth ac wrth fonitro a gwerthuso'r gwasanaeth yn erbyn y meini prawf hyn.

Atebolrwydd

• Ceisio arweiniad a chefnogaeth gan y Tîm Rheoli a dilyn gweithdrefnau sefydliadol.
• Cofnodi symudiadau mewn dyddiadur swyddfa a darparu gwybodaeth berthnasol i'r Tîm Rheoli yn ôl y gofyn
• Gweithio'n agos gyda'r cleient yn unol â'r cod ymarfer a gweithdrefnau eraill y Gymdeithas





Gweithio ochr yn ochr ag Eraill
Mewnol

• Mynychu Cyfarfodydd Tîm a chyfarfodydd cynllunio gyda chydweithwyr
• Cefnogi myfyrwyr, gwirfoddolwyr a staff newydd gan gynnwys darparu cyfleoedd cysgodi

Allanol
• Cysylltu â Rheolwyr Gofal, Darparwyr Gwasanaeth ac eraill sy'n ymwneud â gweithio gyda defnyddwyr gwasanaeth fel rhan o'r rôl Eiriolaeth
• Datblygu a chynnal perthnasoedd gwaith da gydag asiantaethau eraill yn y sectorau statudol a gwirfoddol
Manyleb Person - Sgiliau a galluoedd allweddol
	Cymhwyster
	Hanfodol
	Dymunol

	Lefel 3 neu 4 mewn Eiriolaeth neu faes cysylltiedig
	
	· 

	Parodrwydd i weithio tuag at Lefel 4 mewn Eiriolaeth Annibynnol
	· 
	

	Profiad / Sgiliau / Gwybodaeth
	
	

	Profiad personol o ddefnyddio gwasanaethau eiriolaeth neu ofal cymdeithasol
	
	· 

	Rhywfaint o brofiad o weithio fel Eiriolwr (statudol neu anstatudol)
	
	· 

	Profiad o gefnogi eraill i leisio eu barn neu sefyll dros eu hunain
	· 
	

	Cynllunio llwyth gwaith a blaenoriaethu
	
	

	Cadw cofnodion ac adrodd
	
	

	Gweithio’n gyfrinachol, cynnal GDPR a gweithio gyda gwybodaeth sensitif
	
	

	Profiad o weithio gyda deddfwriaeth gofal cymdeithasol
	
	· 

	Dealltwriaeth o gydraddoldeb ac amrywiaeth a Dyletswydd Cydraddoldeb
	· 
	

	Cymhwysedd TGCh (e-bost, prosesu geiriau, cronfeydd data, apiau)
	· 
	

	Profiad o weithio gyda gweithwyr iechyd neu ofal cymdeithasol
	· 
	

	Profiad o fynychu cyfarfodydd ffurfiol ac anffurfiol
	· 
	

	Profiad personol o ddefnyddio gwasanaethau eiriolaeth neu ofal cymdeithasol
	
	· 

	Profiad o fynychu cyfarfodydd ffurfiol ac anffurfiol
	
	· 

	Sgiliau
	
	

	Sgiliau cyfathrebu effeithiol
	· 
	

	Safon dda o Saesneg llafar ac ysgrifenedig
	· 
	

	Safon dda o Gymraeg llafar ac ysgrifenedig
	· 
	

	Cadw cofnodion ac adrodd
	· 
	

	Deall barn a dewisiadau unigolyn
	· 
	

	Deall a chymhwyso hawliau unigolion
	· 
	

	Gwybodaeth
	
	

	Dealltwriaeth o Ddeddf Gwasanaethau Cymdeithasol a Llesiant (Cymru) a MCA
	· 
	

	Dealltwriaeth o gydraddoldeb ac amrywiaeth
	
	· 

	Dealltwriaeth o egwyddorion gweithio ar sail hawliau
	· 
	

	Dealltwriaeth o ddiogelu data a chyfrinachedd
	· 
	

	Dealltwriaeth o wahanol fathau o eiriolaeth
	
	· 

	
	
	



* Ar gyfer o leiaf un swydd a hysbysebir, mae'r gallu i siarad Cymraeg yn hanfodol i ddiwallu anghenion y boblogaeth
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