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	Richmond AID Person Specification and Job Description 


	Name of Role
	Advice and Information Officer 

	Responsible to 
	Advice Manager

	Post Description 
	To work as an Advice and Information Officer as part of our advice team. 
The post requires someone who has demonstrable experience and knowledge on a range of issues such as social care, housing and welfare benefits.

The role involves exploring issues and agreeing a number of realistic and achievable goals to address the issues identified. 


	Experience & Knowledge
	Skills & Abilities

	Essential 
· 2 years’ experience of advice giving and managing a caseload with targets
· Knowledge on a range of issues including health and social care, housing and benefits. 
· Experience of setting, recording and evidencing client outcomes
· Experience of developing and maintaining effective working relations with partners 
· Excellent administration skills and excellent working knowledge of MS Word, Outlook, database entry and other applications 

· Understanding of the practical implementation of equality, confidentiality, data protection and safeguarding policies and issues 

· Understanding of the social model of disability
Desirable 

· Experience of working with disabled people or vulnerable client groups
· Knowledge of legislation and recent policy changes in health and social care affecting people with disabilities and  long term conditions
	· Ability to– identify and resolve problems
· Empathic approach 

· Able to work independently as well as part of a team

· Report writing skills

· Action orientated and can-do approach

· Good time management and task prioritisation 
· Excellent organisational skills

· Excellent communication skills both written and oral 


	Other requirements

	This post will be subject to a satisfactory enhanced DBS check carried out by Richmond AID. 

	

	Main Tasks and Duties

	1. Ensure that clients are provided with up to date, reliable and appropriate advice and information on a range of subjects via appointments, drop-in sessions, phone calls, and emails as appropriate to people over the age of 18 living in the London Borough of Richmond upon Thames.
2. To provide specialist casework or one off advice to people with disabilities and complex long term health conditions through a variety of mediums; face-to-face, home visits, telephone, email, groups.  
3. Provide support in navigating the health and social care system, ensuring the person is involved and included in care planning. Help people to understand what a health and social care assessment may offer them in the form of a personal budget.
4. To link people with services to improve their physical, mental and economic wellbeing and maintain or regain independence in their own home and community. 

5. To support people to take up services and ensure successful outcomes e.g. to build networks of social support for people and their carers. 

6. Develop back up plans with people so they know who to call on in an emergency. 

7. To ensure that information and advice is accessible and in an accessible format for the client. 

8. Ensure all paperwork and data entry related to advice provision is completed and up to date and in line with quality standards.

9. Be involved in developing marketing materials, leaflet and website content and ensuring the project is widely advertised and is accessible to a wide variety of clients. 

10. Liaise and create effective working relationships with partner organisations including  social work teams and other departments within LBRuT as well as hospitals, Primary Care Networks, mental health trusts and community health services and voluntary organisations. 
11. To participate in key events organised by Richmond AID and other relevant partners to promote services to a wider public
12. Keep accurate records of all clients and maintain a database of client information, continue to update client records with progress and outcomes.
13. Complete all monitoring and evaluation as required by the funder and Richmond AID.  
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 manager.

17. Attend team meetings and supervision.  

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

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

 


