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Carers I and A Co-ordinator Job Description


Role: 		Information and Advice Co-ordinator 



Service: 	Information and Advice
Reports to:	CEO
Location/s:	Portman Rd base but working from home/in the community.


About our service

Age UK Reading provides front line services for vulnerable and elderly people in the Reading Area including social groups, dementia groups,  a befriending service, foot care, and Information and Advice for our client group and their families/carers. Our Information and Advice provision is a key part of this, as it overlaps with everything else we do and is the primary point of access for service users into Age UK Reading. 

We recently won a tender to provide Information and Advice, and other support, specifically for Carers This role is to head up that part of our service delivery.

Key Responsibilities

· “Owning” the contract with Reading Borough Council for our I and A for carers service of behalf of Age UK Reading (AUKR). Completing quarterly reports to show we ae delivering against the specification. Acting as the main point of contact for this work and working with other AUKR staff, our partners, and RBC to deliver the best possible service to carers in the town.
· Completing additional quarterly statutory reports for RBC.
· Working with our partners to organise Carers Week events.
· Arranging publicity and face to face events aimed at helping people to self-identify as carers and helping them understand what support is available.
· Run monthly face to face carers support groups. 
· Managing the completion and tracking of carers assessments and working with key partners to action the findings.
· Taking calls from clients and working with colleagues to provide holistic support.
· Keeping detailed client records on our charitylog system. These reports must be accurate and written up in a timely manner.
· Researching complex I and A cases, gaining an understanding of how to access high quality information or help and advice when you do not know the answer.
· Attend Age UK I and A training both in person an online as required. Attend other relevant training as becomes available.
· Have a client focussed attitude and good customer service skills. This is a front line post and this role is often a client’s first contact with Age UK Reading as an organisation.
· Treat every call as confidential being aware of data protection regulations  and the client’s right to privacy at all times. Briefing clients on how we will store their data and asking their permission to do so.
· Contributing to general office tasks as part of the Age UK Reading team.
· Contributing ideas to Age UK Reading campaigns and helping to produce campaign materials posters etc
· Support CEO by communicating regularly and clearly with updates and asking for help when needed.
· Supporting other colleagues within the I and A team.




Commitment

25 hours per week.


Training and support

You will be given an induction and training in the role. You will report to the CEO and have regular one to one support in the role. You will have access to the Age UK Intranet which contains a wealth of information, support and peer learning. You will be asked to attend regular organisational meetings.

Would suit

· A committed and diligent individual with a good level of computer skill. 
· Someone who wants to help others. 
· Someone who can work flexibly to help a small charity achieve its aims. 
· Someone who has the practical skills to access good quality information on the Internet and from other sources and convey it in a clear and understandable way to the client in order that they can improve their life. 
· Someone with a good understanding of the role of the informal carer 
· Someone who can quickly gain a good understanding of the care act.





PERSON SPECIFICATION

Essential Knowledge and skills
Computer literate to a reasonable level as a user of applications.
Office experience.
Good communicator.
Enjoys working in a team.
Able to get on and finish a job.
Customer service skills.
Problem solver.
Project manager.
Organiser.
People skills.

Desirable Knowledge and skills

Good knowledge of older peoples’ issues
Experience of working with/caring for older people
Knowledge of Age UK
Knowledge of the benefits system
Knowledge of the care act
Knowledge or experience of the life of an informal carer.

Some of the above is already in the ‘would suit’ section

Staying Safe

You will be asked to undertake a DBS check up to enhanced level under adult workforce. 



We are committed to safeguarding and promoting the welfare of vulnerable adults and expect all staff and volunteers to share this commitment. 
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