Edinburgh Carers Council
Job Description

Job Title:

Information and Resource Worker
Accountable to:
ECC Management Committee
Employed by:
AdvoCard
Responsible to:
ECC Coordinator
Salary:

£21,006 pro rata
Function of the Post

To provide information to a wide range of audiences in support of the activities of Edinburgh Carers Council (ECC) in its provision of independent advocacy to carers in Edinburgh.  
To work independently and as part of a team to ensure that the service proceeds within the policies, procedures and guidelines as approved by the ECC Management Committee and AdvoCard.

Duties and Responsibilities

Information Provision
· Develop information systems for staff and carer members through the use of appropriate resource files.

· Provide information on health and social care resources to people contacting ECC

· ECC’s online presence:
· Lead discussion with colleagues on website e.g. design, content and links 
· Ensure that the website has current and accurate information (e.g. ECC events, Carers Forum, training and carer groups)
· Develop opportunities through webpages and social media for carer comment and feedback
· To compile, edit and distribute a 3x annual Newsletter

· Ensure that all ECC publications (e.g. leaflets and booklets) are up-to-date.
· Ensure up-to-date ECC information is placed on relevant local websites and information resources (e.g. Edspace, Edinburgh Carer Network, Information Station)
Resources
· Maintain an up-to-date database of members, carers and organisations

· Maintaining all records in line with Data Protection legislation

Events
· Provide administrative support for ECC Forums, groups and events as part of ECC’s commitment to outcomes for carers in the Lothian Joint Mental Health Strategy A Sense of Belonging
· Assist in the development of Pan-Lothian carer partnerships in mental health by organising partnership meetings and small events

Promotion and Publicity

· To promote ECC, and the role of independent advocacy to carers who may wish to access the organisation’s services.

· To promote ECC, and the role of independent advocacy to professionals and others who may wish to refer carers to the service. 
· To attend relevant meetings and groups, where appropriate to the organisation and the role of this post.

· To liaise with any networks of other advocacy services in Edinburgh.

Miscellaneous

· As part of the ECC team, to undertake administration tasks and record keeping as required.  This may include reception duties, minute taking, preparation of reports etc
· To report to the ECC Coordinator on performance related issues at regular support and supervision sessions as well as an annual appraisal.

· To attend regular ECC team meetings to discuss issues relating to the development and monitoring of the service and the organisation as a whole as well as 'peer support meetings'.

· To recognise that all staff have a responsibility to be flexible enough in their working practice to be able to cover the work of others within ECC for the good of ECC.

· To have a commitment to, and ensure the practical application of ECC’s and AdvoCard's policies and procedures.

· Any other duties deemed relevant to the post.

Training

You will be expected to participate in training as identified by the ECC Coordinator through supervision and appraisal. You may also request specific training and ECC/AdvoCard will endeavour to meet such requests dependant on available resources.

Contacts

· Unpaid carers
· Health and social care service providers and professionals

· Print and web designers, and related professionals

· Other advocacy and voluntary organisations and their staff

· ECC staff and management committee

· AdvoCard Board of Directors, staff and volunteers

· Members of the public

Employer and Management

Your employer is AdvoCard and you are line managed by the ECC Coordinator.  You are accountable to the ECC management committee.
Location and Premises

The post will operate within the City of Edinburgh in a suitable premises identified by Edinburgh Carers Council within the City of Edinburgh.

Funding

AdvoCard and Edinburgh Carers Council are funded by the City of Edinburgh Council, Department of Health and Social Care and NHS Lothian.

Working Hours

Your working hours will be 18 hours per week. These will generally be between 9.00am to 5.00pm, Monday to Friday but may occasionally vary when requested and/or required. Time off in lieu will be awarded for hours worked over the contracted amount.

Disclosure

This post is subject to a Disclosure check through Disclosure Scotland, with further checks every three years.
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