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Serving ALL the Community

JOB DESCRIPTION
	Post/Job Title
	Day Care & Informal Family Carers Assessor

	Reporting to
	Health & Well Being Divisional Manager

	Based
	West Bromwich African Caribbean Resource Centre

	Salary
	£15288 pa (Gross) based on £14 per hour 

	Hours
	21 Hours per week 
 (Mondays, Tuesdays and Wednesday, 9am – 4.30pm)              this includes a 30 minute lunch breaks each day.

	Contract
	Fixed Term Contract to 31st March 2028



 Job Summary
To support the Health & Well Being Divisional Manager in the assessment that need to be completed on people who use our Health and Well Being African Caribbean Day Care Service and African Caribbean & BME Carers Information Advice and Navigation services.  Within the Day Care service, the post holder will work with other members of the team if and when require providing practical, emotional and personal care support if and when required support so that we provide a seamless and person centred service and keep clients people folders up to date and information relevant and accurate.  

Assessments and reviews can be carried out at within our venue or in people/carers own homes.  The role also includes phoning people is they are unwell and visiting them in a hospital and intermediate care setting.

A key part of the role is around care navigation and ensuring that the person who uses our services have a formal assessment by Adult Social Care and they access local services that can maintain or improve their person and physical health which includes self-care. 
 
 The post holder will be expected to deal with enquires and referral relating to our services that come
 from Community Professionals such as Social Workers, Clinicians, Social Prescribers, and people
 who work in the wider Voluntary and Community Enterprise Sectors (VCSE ) and signpost to other
 services where appropriate, to enable the individual to live independently in their own home and
 prevent hospital re-admission.
To work in partnership with other organisations to effectively deliver a practical, flexible, coordinated, and accessible service understanding the needs of local community members. Day Care & Informal Family Carers Assessor will encourage and support individuals to access opportunities that will enable them to increase their confidence, resilience and help them to maintain their independence.

Day Care & Informal Family Carers Assessor will undertake duties required to meet the service user’s needs and to attend events, exhibitions and visit other organisations to promote our services and wider services that we deliver as an organisation and charity

 Main duties and responsibilities:
· The Day Care & Informal Family Carers Assessor Deal with enquiries relating to our African Caribbean Health & Well Being Day Care Service and African Caribbean & BME Information, Advice and Care Navigation Services, 
· Carryout out assessment in a time manner and conduct individual reviews every 6 months and update our assessment paperwork.
· Ensure that personal folders are kept up to date and they are accurate 
· Phone Day Care Clients who do not attend the service to see if they are okay and record your findings  on their daily record sheet. 
· Complete daily activity sheets (HWB 23) on our commissioned clients so that commissioners can see what activities they participate in each day, and place this information in their personal files
· Ensure that the Day Care Referral Sheet (HWB 54) is updated each day, 
· Ensure that the Day Care Clients Food Likes and Dislikes Sheets (HWB 45) is kept up to date each week.
· Create a monthly programme of activities that take place within the services, this also covers outing and trips to other venues
· Engage service users and informal family carers so that they participate in local forums so they can share their lived experiences and give their feedback in the groups/workshop or consultation events.

· Monitor and manage complaints and customer feedback. 
· Attend meetings/events and forums to promote and raise awareness of the service within the community and with other professionals.
· Build effective relationships with partner organisations internally and externally.
· To undertake any other duties commensurate with your role that  are delegated to you by the HWB Divisional Manager or CEO.

Service delivery
· [bookmark: _Hlk182238134]Provide support to individuals and carers during their in-patient stay such as in Midland Metropolitan University Hospital, building trusted relationships prior to hospital discharge and to encourage take up of ongoing community-based support (Home Visits) where appropriate.
· Conduct outreach and case-finding to identify individuals at risk of decline or crisis.
· Help to identify informal family carers to raise awareness and support them with accessing a Carers Assessment.
· Facilitate carer respite from hospital visits, to avoid carer crisis, and offer low level Information Advice and Guidance (IAG) to service users, financial and practical, to promote health & wellbeing and maintain independence.
· [bookmark: _Hlk182238210]Support individuals to access benefits to maximise their income through access to Welfare Benefits Advice and Carers Assessments
· Provide an on-going assessment of service user’s needs, and work with them to develop a support plan which meets these needs, providing appropriate support to achieve positive outcomes. 
· Develop creative solutions with local people to meet their needs that outlines goals, needs, the actions and services required to support them.
· Help people feel connected in their neighbourhoods and communities, playing an active role towards feeling less lonely and socially isolated.
· Facilitate access to services available in the community.
· Support culturally diverse groups and to enable access to local activities across Sandwell.
· Record and report activities undertaken, highlighting any changes in a service user’s condition, ensuring appropriate actions are taken if health deteriorates. 
· Liaising with health, housing and other professionals to ensure that the needs of the service user are consistently met. 
· Ensure a safe living environment for service users, carrying out risk assessments and providing information/advice whilst respecting their individual dignity, choice and rights. 
· Carry out follow-up welfare checks and visits as required and assist service users with their activities to re-enable their daily living skills up to the maximum support period. 
· Monitor signposting and forward referral actions for the service user and their carer.
· Provide practical and emotional support such as mobility aids loans, transport, companionship, assistance with shopping, helping access to groups and activities. 
· [bookmark: _Hlk182256368]When the user is ready to be discharged from the service, to formally sign off the Support Plan with the service user, to ensure a smooth transition to their next stage of care or independent living.
· Provide information, advice, guidance, signposting and low-level practical support and to ensure that all referrals are offered basic information about appropriate benefits and to ensure that any referral needed to Welfare Rights is offered and actioned in a timely way. 
· Mobilise timely and effective appropriate support from to meet the needs of the clients, enabling them to maintain their independence, make informed decisions, and to help to prevent unplanned hospital admissions.
· Work with people referred into the service, visiting them at home or preferred setting as appropriate.
· Liaise with and refer to other organisations in regard to supporting service users appropriately, and to communicate well and effectively in a timely manner.
· Ensure all service activities are recorded accurately to contribute to and demonstrate measurable outcomes.
· Build and maintain effective communication between individuals and carers you work with and wider stakeholders within our health and social care system.
· Work closely with partner organisations, volunteers and community members to effectively deliver a practical, flexible, coordinated, and friendly service, understanding the needs of Sandwell community members.
· Promote and raise awareness of the service and support marketing activities. 
· Undertake any other duties commensurate with the role.





Quality and performance 
· Comply with service specific policies and processes including those on lone working, manual handling and infection control. 
· Ensure service users’ health and wellbeing is preserved and safeguarding policies and procedures are always followed and act as a Designated Safeguarding Lead for the service. 
· Ensure at all-time information security protection is adhered, and the confidentiality of service users and sensitive information is maintained. 
· Work within a safe services culture of proactive engagement and shared learning when considering safeguarding and protecting people from harm. 
· Work with colleagues to ensure that health and safety legislation and risk assessments are understood and implemented, and that staff and volunteer safety is secured.

Team Development

It is mandatory that everyone will contribute to the development of a flexible and multi-disciplinary team, which will work collaboratively in the genuine spirit of co-operation and partnership in order to meet agreed goals.

All members of the team will be committed to the development of a customer friendly environment, providing high quality, practical support for service users.

Each member of the team will be responsible for actively participating in the appraisal process and fully contributing to the formulation and implementation of personal and organisational development plans. 

Our organisation is committed to staff development and support. Any training needs identified by appraisal process will be prioritised.

Confidentiality

Information held within the programme is confidential and all individuals within the team are expected to act accordingly.  Staffs are required to work towards locally agreed policies and procedures.
Equal Opportunities

Our organisation is striving towards being an equal opportunities employer that values diversity.  In working towards this aim no employee or job applicant will receive less favourable treatment on the grounds of their gender, age, disability, race, colour, sexual orientation, domestic circumstances, social and employment status, gender reassignment or political affiliation or trade union membership, or disadvantaged by conditions or requirements which cannot be shown to be justifiable.

The West Bromwich African Caribbean Resource Centre s committed to ensure all employees have fair and non-discriminatory systems for recruiting or accessing training to enhance the development or promotion of staff.

Health, Safety & Environment (HSE)

Everyone should familiarise themselves and be fully compliant with statutory and local HSE legislation, policies and procedures to ensure a healthy and safe working environment.  Everyone should co-operate in HSE issues, making sure that any unsafe condition and/or practice is immediately rectified or highlighted with the appropriate person.

Values 

As an organisation we aims to make a positive impact with the challenges of inequality, to promote and support people in their health and wellbeing from early years to end of life.  Therefore, all staff are expected to support the organisation’s principles which are based on the following values:


	Community Development
Equality
Diversity 
Empowerment

	Compassion
Teamwork
Respect
Integrity










Person Specification: Day Care & Informal Carers Assessor
Criteria:	E = Essential	D = Desirable


	Education/Qualifications         
	Criteria

	Degree/NVQ Level 2 in Health & Social Care or equivalent.
	E

	Experience
	Criteria

	To have worked in a similar position of supporting people within a health or social  care environment.
	E

	Ability to communicate effectively with community members and those providing services for members of the community.
	E

	Good listening skills, organisation and time management skills.
	E

	Good communication skills and ability to promote the service.
	E

	Good networking and building partnerships skills.
	E

	Able to prioritise and manage own workload and deliver to agreed objectives within demanding and occasionally competing deadlines.
	E

	Good IT Skills including MS Word, Excel and Outlook and be willing to take on training to improve your skills.
	E

	Experience of record keeping and report writing.
	E

	Must be able to work as part of a team as well as working with minimum supervision.
	E

	An understanding of client confidentiality (GDPR) and responsibilities under Data Protection.
	E

	Experience of delivering high quality services to the public.
	E

	Experience of line management and supporting team members and/or volunteers.
	E

	Experience of working with volunteers.
	D

	Experience of working with voluntary and statutory bodies.
	D

	Participation in a multi-disciplinary team environment.
	E

	To have worked in a similar position of supporting people within a health or social  care environment.
	E

	Ability to communicate effectively with community members and those providing services for members of the community.
	E

	Knowledge & Skills
	Criteria

	Ability to assess service users’ needs, devising and reviewing a support plan for the individual.
	E

	Able to deal with queries in a diplomatic, professional and confidential manner.
	E

	Ability to work as part of a team and on own initiative.
	E

	Able to plan own workload.
	E

	Strong data analysis skills for monitoring performance and contributing to continuous improvement.
	E

	Knowledge of services provided by the NHS and Social Care.
	E

	Good interpersonal skills.
	E

	Working knowledge of health and safety practices.
	E

	Understanding of the Risk Assessment process.
	E

	Ability to communicate with health and social care professionals.
	E

	Supporting and developing individuals.
	D

	Knowledge of the local area.
	D

	Ability to monitor local financial procedures.
	D

	Understanding of how to improve service quality for the benefit of users.
	D

	Knowledge of the Mental Capacity, Equality & Community Care Acts.
	D

	General Attributes
	Criteria

	Empathetic to service user’s needs.
	E

	Able to assess clients’ needs.
	E

	Non-judgemental, supportive and inclusive communication.
	E

	Commitment to and understanding of diversity and equal opportunity.
	E

	
	

	To work flexibly to support the delivery of the services and around the business needs of the organisation, including evening, weekend and bank holidays.
	E

	Ensure inclusive practice and promotes diversity.
	E

	Act as a Designated Safeguarding Lead.
	E

	Willing to undertake training as required.
	E

	Has a commitment to continuous improvement and excellence in service delivery
	E

	Undertake an enhanced DBS check and maintain a DBS Update service membership.
	E

	Be willing to undertake any other duties deemed appropriate within the 2 services to meet the needs of our clients, and informal family carers.
	E

	If and when required, support the organisation within the other service area’s within the HWB Division, including our catering services
	E
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