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	Richmond AID Person Specification and Job Description 


	Name of Role
	Hounslow  Community Outreach Officer 

	Responsible to 
	Advice Manager 

	Post Description 
	To work as a part of a team member in Hounslow Community Partnership alongside other voluntary sector partners to provide specialist support advice and information to carers and people with long term conditions in the Hounslow borough. 
The base for this post will in the Hounslow CAN Mezzanine in the Treaty Centre in Hounslow with the Hounslow Community Partnership team. 


	Experience & Knowledge - (please use numbers 1 to 12 below as heading for application form)
	Skills & Abilities

	Essential 

1. Experience of providing advice and information

2. Knowledge of the issues that people with long term conditions and carers face 

3. Knowledge of legislation and recent policy changes in health and social care affecting informal carers and people with long term conditions

4. Excellent working knowledge of MS word, Outlook and other applications

5. Excellent organisation and administration skills
6. Understanding of confidentiality, data protection issues and safeguarding issues 
7. Understanding of the social model of disability
Desirable 

8. Proven ability to write clear and concise briefing papers, reports, minutes and publicity
9. Experience of delivering training and  presentations 
10. Understanding  of equalities issues

11. Experience of partnership working

12. Experience of managing and supporting volunteers

	· Sound understanding of and a sensitive approach towards the situation, needs and difficulties faced by carers
· Excellent interpersonal skills enabling effective communication with a wide range of individuals and agencies - including people for whom English is not their mother language.
· Time management and task prioritisation 
· Able to work independently as well as part of a team

· Excellent written and verbal communication skills 
· Networks and keeps others informed

· Action orientated and can-do approach



	Other requirements

	Enhanced DBS check that permits working with vulnerable adults and children. This will be completed once the candidate is appointed. 

	

	Main Tasks and Duties

	1. To provide individual advice and support to carers and people with long term condition that contribute to the targets being met as required in the INS Contract with the London Borough of Hounslow. 
2. To carry out home visits as required
3. To carry out outreach sessions at various locations in Hounslow. 

4. To assess and review the needs of carers and people with long term conditions, providing them with an individual support plan. 

5. To provide support to carers and people with long term conditions in navigating the health and social care system. 
6. Link in with mainstream services such as children’s centres and mainstream schools as well as specialist schools and services as a way of accessing parents and carers. 
7. To work with the Carers Outreach Manager to recruit volunteers and to provide support for volunteers working on the project. 
8. Providing a culturally aware and culturally sensitive service

9. To supply monitoring and evaluation with both INS as the contract lead and Richmond AID as the host organisation. 

10. Attend a quarterly steering group meeting for the duration of the contract  

11. To keep accurate records of all clients seen and maintain a database of client information and work completed.

12. To deliver training and presentations to partner organisations within the borough
13. Train and support volunteers to add value and sustainability to the project
14. Ensure that the project is compliant with the Social Model of Disability 
15. Comply with Richmond AID’s policies and procedures 
16. Attend training and development as identified by you and your manger 

17. Any other work commensurate with the level of this post  

18. You will need to travel as part of this post and occasionally may need to work outside of normal office hours


