Swansea Carers Centre

Job Description

Title


Carers Assessment Coordinator 
Location
Swansea Carers Centre
104 Mansel Street, Swansea, SA1 5UE

Hours
28 hours a week Mon-Fri
Salary
£12.40 per hour (tbc)
Annual Leave
26 days and customary bank holidays with additional days being granted for additional years of service
Travel Expenses
45p per mile 
Reporting To
Deputy Director
Closing Date for Applications  
The post is subject to a probationary period of 6 months. The successful applicant will be subject to an enhanced C.R.B. disclosure.

Accountability
The Carers Assessment Coordinator will be employed by the Board of Trustees, Swansea Carers’ Centre. Line management of the post will be through the Deputy Director
Purpose of the Post
· To act as the first point of contact for Carers Assessments. 

· To complete proportionate Statutory Carers Assessments referred by LA 
· To complete proportionate Statutory Carers Assessments for carers who come to us directly 
· Coordinate the assessments undertaken by other staff with carers who access their projects

· To provide information about all the services offered by Swansea Carers Centre 

MAIN AREAS OF RESPONSIBILITY

Information & Advice
· To professionally represent Swansea Carers Centre, working in partnership with Social Work teams, CAP and other key partners and the wider community.
· To act as the first point of contact for telephone enquiries, relating to Carers Assessments. This may involve referring on to other staff members or external agencies as appropriate.
· To undertake carers’ assessments with carers who are referred by CAP or come directly to SCC.
· To identify services that can be offered to carers to support their needs via SCC or other third sector and community organisations
· To identify needs that can only be addressed by statutory services and making the appropriate referral
· To coordinate any Carer’s Assessments undertaken by other staff and submit to CAP for further action 
· Provide information and advice to Carers during the assessment process.

· Provide information advice and assistance sessions for carers as identified during the assessment process.

· Develop and maintain good working relationships with other providers of services to Carers in the public, private and third sectors. 
Recording and Monitoring
· Maintaining up to date records of all calls and referrals on our Charity log database

· Monitoring the Carers Assessment email box for referrals 

· Maintaining a record of completed assessments and additional demographic information 

· Produce the report for funder (liaising with Deputy Director)
· Monitoring and evaluating the outcomes of the assessment and impact for the carer

General
· To participate as a member of the Swansea Carers Centre staff team.
· To work at all times within the philosophy and policies of Swansea Carers’ Centre.

· To comply with the Health & Safety at Work Act 1974 and with Swansea Carers’ Centre policy, paying particular attention to the reporting of dangerous situations.

· To respect the personal choice and lifestyles of colleagues, carers and people with care needs, ensuring that Equal Opportunity and Diversity principles are applied at all times.

· To ensure confidentiality is maintained at all times and comply with GDPR
· To comply with the Code of Conduct.

· To undertake any other duties that may be considered commensurate with the level of the post.
Swansea Carers’ Centre
Carers Assessment Coordinator 
Person Specification

Essential Skills
· Good knowledge of MS Office 
· Experience in the maintenance of information systems.
· Able to demonstrate an understanding of the needs and issues affecting unpaid carers.
· Experience of direct reporting to funders on outcomes
· Experience of monitoring and evaluating projects
· Able to demonstrate excellent written and oral communication/ interpersonal skills
· Good listening skills with a sensitive and non-judgmental approach to people visiting the Centre.
· Experience of information giving.
· And understanding of the third sector in Swansea and the services available
· Ability to take appropriate decisions, when necessary, within the role responsibility of the post.
· Ability to maintain and respect the nature of confidentiality.
· Good working knowledge of general office procedures and the ability to work in an organised manner.
· Knowledge of welfare benefits.
· Experience of working with multi agency partnerships.

Desirable Skills
· Knowledge or experience of carers problems or personal experience of caring for someone who is elderly, disabled or illness
· Ability to communicate through the medium of Welsh.

· Experience of carers’ assessments.

· Working knowledge of Charity Log.            
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