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Job Description 
- 
Carers’ Short Breaks Officer
Department     

-
Carers Support Services - Wirral
Responsible to

-
Team Coordinator
Objective

Wired is a charity of and for disadvantaged people and carers based in Wirral.  It delivers a number of distinct services which are financed by various contracts. The objective of the short breaks officer is to provide a comprehensive, flexible and customer focussed service within Wirral enabling carers to access short breaks.

Tasks and Responsibilities

There are three key areas of work, plus the usual accountabilities expected from all Wired personnel.
1) Development and implementation of a short breaks programme
a) To develop and implement an application process for the delivery of short breaks

b) To market the opportunities for short breaks to carers
c) To support carers to access the programme
d) To develop and manage a financial monitoring system to ensure transparency and accountability of the short breaks fund.

e) Maintain client confidentiality and personal information, including sensitive data in line with the Data Protection Act 2010. 


f) To ensure all records, information and processes are maintained in accordance with agreed procedures, ensuring compliance with CLS and any other quality mark Wired may subscribe to.


g) To contribute to the collating and presentation of qualitative and quantitative information as part of the monitoring requirements required under the service specification outcomes and in the timescales set by Wired.

2) Development of a database of short break providers
a) To research the availability of short break opportunities for carers and create a database to offer choice of providers to carers
b) To integrate feedback received from colleagues, clients and from other internal and external clients and agencies, into a continuous review process, to ensure that the service meets the needs of all users, and best practice is implemented
c) To contribute to the continual review of policies and procedures to ensure that the service is managed in the most effective manner, and provides optimum service to both clients and service commissioners.

d) Provide input to the ongoing Service Level Agreement between Wired and NHS Wirral, and ensure that working practices are appropriate for the achievement of all agreed goals, targets and standards.


3)  
Liaison with GP surgeries

a) Develop and maintain regular contact with GP surgeries

b) Monitor the carer related activity for each practice

c) Incorporate findings into the monitoring and evaluation reports
4)
Miscellaneous Accountabilities
a) Maintain confidentiality of sensitive information pertaining to Wired and/or NHS Wirral.

b) To fully understand Safeguarding legislation in relation to the services delivered and the service users identified under these services
c) Collect and collate information for the purpose of regular statistical and qualitative reporting, with input from clients and staff.


d) Exhibit a professional, friendly and approachable demeanour to clients, colleagues and other professionals at all times.

e) Utilise effective time management techniques to ensure tasks are prioritised, and agreed deadlines are met.

f) Work towards goals within a Personal Development Plan to meet identified individual and business need, and attend all relevant staff training and meetings.
g) From time to time and where appropriate to work with Inclusive Access on the delivery/assessing of the National Advocacy Qualification. 
h) Ensure that attitudes and work behaviour reflect the philosophy of Wired at all times (refer to Wired Code of Conduct).
i) Any other duty that may be required, commensurate with job title and salary (Wired’s services are continually changing – flexibility and adaptability is essential).

COMPETENCIES STANDARDS FOR THE ROLE OF SHORT BREAKS PROGRAMME OFFICER
	Competency
	Level required

	Communication


	2


	Planning & Organising


	3

	Team working


	3

	Problem solving


	3

	Business Awareness


	2

	Customer service


	3


For details of the requirements at each level, please refer to the Competencies Framework.

PERSON SPECIFICATION

Essential Requirement
 (E)
-
The candidate MUST be skilled in 







the requisite competency

Desirable Requirement
 (D)
-
The candidate would ideally be 







skilled in the requisite competency, 







but we would also consider 







candidates with the aptitude and  







willingness to develop the skill  

	SKILLS & KNOWLEDGE REQUIRED
	ESSENTIAL
	DESIRABLE

	Educated to degree level (or other professional qualification); or relevant professional experience
	E
	

	Knowledge and experience of the personalisation agenda and processes
	
	D

	Knowledge and experience of relevant legislation, including Disability Discrimination Act, Equal Opportunities Act, Carers’ legislation etc.
	
	D

	Experience of client casework, and the health and safety implications of outreach work
	E
	

	Experience of help lines and supporting people in distress
	
	D

	Knowledge of the local area
	
	D

	IT literate, with good working knowledge of Microsoft Word, Excel, Powerpoint etc., as well as internet search skills and email use
	E
	

	Ability to conduct presentations and training to market the service to a varied audience, including social workers, health professionals, and clients
	E
	

	Clean driving licence and access to own transport
	E
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