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Job Description and Person Specification
Job Title:


Carers Triage and Support Officer

Accountable to:

Chief Officer 

Hours:



Reduced Hours (30 hours per week)

Salary:



£22,589 per annum pro rata
Holiday Entitlement:
25 days per annum plus Public Holidays, pro rata
Location:


Hindley 

Job Purpose

To find and support Carers and their families in Wigan Borough by providing advice and advocacy, drop-in sessions, facilitating support groups, home visiting, and a variety of other methods highlighted by Carers in Wigan

Duties and Responsibilities 

Information and Support

•
Provide Carers with advice and support to improve the quality of  

             their lives and the person they care for:

  
This will include:

a) Referring Carers for carers’ assessment and to support carers through the assessment  

process.

b) Providing an empathetic and supportive ear to Carers and their families about the  

difficulties they may be experiencing.

c) To signpost carers to relevant voluntary and statutory organisations.

d) To advocate on behalf of carers to represent their needs and promote their rights. 

e) To complete and administer Carers Trust Grants on behalf of carers 

· Keep up to date with services, benefits and organisations relevant to Carers.

· Actively seek out carers by delivering presentations at public events and a variety of locations.

· To complete and record triage assessments and liaise where appropriate with the Carers Assessment Team 

· To promote the work of the organisation by use of media, talks, presentations, displays etc.

•
Make links with relevant statutory and voluntary organisations.

Casework/Individual Advocacy

•
Work on behalf of Carers both by phone and in writing to help them to obtain the services they need.

•
Attend meetings, case conferences, complaints procedures etc. as necessary to advocate on  

            behalf of individual Carers.

•
Make home-visits as necessary to carry out this aspect of the work and initial support to new 

            Carers via home visit.  

•
Liaise with other advice/advocacy organisations to develop and maintain referral systems.

Groups and Events

· Setting up, administering, and facilitating Carers Support Groups, as identified.

· Contribute to the Organisation of outings and events for Carers. 

· To contribute to raise funds  

· To assist with one-to-one support or group support

· Work with other members of the Wigan and Leigh Carers Centre staff team to plan,   

organise and facilitate special events and activities e.g., National Carers Week.

Administration and Monitoring

•
Produce statistics and other monitoring reports to comply with funders 

            requests outlined in contract.

•
To be primarily self-servicing including preparing letters and other written documentation, 

keeping appropriate records of work undertaken using the bespoke MIS system, write reports and complete monitoring forms.

To provide back up and support to the reception function of the charity

General Tasks

•
To work as part of a team contributing to the smooth and effective running of Wigan and    

            Leigh Carers Centre.

•
To produce articles for the Carers Centre newsletter and to distribute to various               establishments across Wigan Borough

•
To attend and actively participate in regular supervision, team meetings and annual appraisal 

            sessions.

•
To undertake relevant training and staff development activities as required.

•
To undertake occasional evening/weekend work where necessary.

•
To undertake any other duties as reasonably requested by the Chief Officer.

•
All employees are expected to read and abide by the organisations policies and procedures.      

The post holder is employed under the current Terms and Conditions of Employment as laid down by Wigan and Leigh Carers Centre.

Person Specification

Experience – 

Experience of working within the social care sector 

Experience of working with vulnerable people 

Experience of working within the voluntary and community sector 

Skills

Ability to communicate effectively both verbally and in writing 

Ability to work well independently and as part of a team 

Ability to prepare concise and factual written records, case notes and reports 

Ability to engage with vulnerable people and their families and promote resilience  

Values 

Commitment to the values and ethos of WLCC

Passionate to support the needs of carers of all ages living in Wigan and Leigh

Ambitious for the future of WLCC and the network of health and social care services across the Borough 

Committed to the wider work of the charity and willing to work outside normal office hours 
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