Carers Assessment &
Support Officer
Carlisle Carers

If you would like to apply for this vacancy you will need to return your
completed application form to
jobs@n-compass.org.uk
The closing date is Monday 11th January 2021 at 5.00pm.
Interviews are scheduled to take place on 19th/20th January.

Job Description
Post Title

Carers Assessment & Support Officer (x2 positions available)

Employer:

n-compass Ltd

Office Base & Geographical Coverage: Carlisle, Cumbria
Hours:

22.5 hours per week

Salary:

£11,732 per annum (FTE £19,292 per annum)

Responsible to:

Service Manager – Carlisle Carers

Purpose:

Provide young and adult Carers with information and support to reduce
the impact of their caring role including access other support services
as required. Supporting young and adult Carers to undertake statutory
Carers Assessments and to access Carers Emergency Cards
Successful applicants will be required to undergo an enhanced DBS check

Key Tasks
•
•
•
•
•
•
•
•
•
•
•

Contact newly referred young and adult Carers to induct them to the service and to establish their
needs
Identify any individual communication needs and arrange support where necessary such as translation
Undertake Carers Assessments over the telephone, digitally, or at the Carers home or school, or in the
community
Take a whole family approach to undertaking the Carers Assessment involving any person who young
or adult Carers ask to be involved
Consider if young or adult Carers may have substantial difficulty in being involved in the assessment
process under the definition provided by the Care Act 2014 and ensure the Carer has suitable support
i.e. advocate
Upload Carers Assessments and support plans onto the local authority systems (ICS and IAS)
Maintain accurate case recording on Charity Log, IAS and ICS in line with business processes
Determine young and adult Carers eligibility for support under the Care Act 2014 and Children and
Families Act 2014, and using the Care and Support (Eligibility Criteria) Regulations 2014
Develop and deliver in partnership with young and adult Carers a support plan, that is proportionate
and appropriate to their specific assessed needs and to prevent/delay future needs
Where IAS determines an adult Carer may be eligible for a Carers’ Personal Budget, explore with the
Carer how this could be utilised to meet any assessed needs that cannot be met through universal
services

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Contact all young and adult Carers assessed to review whether the support plan is delivering the
expected outcomes and offer further support as required
Ensure that Carers Assessments and support plans are complaint with the local authority frameworks
and best practice
Undertake annual Carers Assessment reviews with young Carers
Provide up to date information regarding young and adult Carers rights, the services, and resources
available to support Carers
Signpost and refer young and adult Carers access to other local services and organisations where
appropriate
Work with schools, colleges, and higher educational institutions to raise awareness of young Carers
and be involved in multi-agency support for young Carers and their families i.e. attend TAF meetings
Undertake community engagement activity to raise awareness and identification of hidden young and
adult Carers, including delivering briefings and Carers Awareness Training to professionals and
community members
Administrate access for adult Carers to the Carers Emergency Card (at the same time as the Carers
Assessment where possible), including completing the form, registering with the external provider,
and recording the registration number on IAS
Administrate changes and cancellation of the Carers Emergency Card
Support the Volunteer Coordinator and volunteers to deliver volunteer led short breaks for Carers
such as peer support groups, activities, trips, events, and training as required
Contribute to e-bulletins for young and adult Carers and professionals
Support with service reporting, including collecting feedback from Carers and completing case
studies
Achieve individual performance management indicators as set by the Service Manager
Support the induction of staff, students, and volunteers
Responsible for promoting and safeguarding the welfare of children and adults
Undertake the role of the Carers Information and Review Officer where required to meet the demands
on the service
Provide support throughout the wider Carers service as required

Personal support
•
•
•
•
•

•

Attendance of regular staff meetings
Attendance of regular MyJourney meetings
Responsible for own personal development with support from line manager
Work within organisational policy and act in the best interests of the organisation always
Work within the organisations Safeguarding Policies. This will include completing safeguarding training
to ensure that you have a good understanding of safeguarding concerns, including potential abuse and
neglect of adults. Staff who work in areas involving children and young people are also expected to
complete training on this aspect of safeguarding
Work within the organisations Quality and Information Governance Policy. This will include following
processes in line with the ISO Quality Management System and the DSP Tool Kit

Please note: This job description is not intended to be exhaustive. The postholder will be expected to adopt a
flexible approach to the responsibilities, which may be varied from time to time following discussion with line
management. Any variations will be subject to the requirements of the department and organisation and
will be in keeping with the general profile of the post.

Person Specification

Experience
Previous experience
required to do the
job.

•

•

•
•
•
•
•

Essential
Experience of sensitively
discussing and gathering
information from people who
want to access support
Experience of supporting
people to access information
and services to meet their
needs
Experience of providing
individualised 1-1 support to
children and/or adults
Experience of working in
partnership with peers to
achieve an overall goal
Experience of using on-line
recording systems
Experience of producing
written reports to high and
detailed standards
Experience of using Microsoft
Office e.g. word, excel, outlook

•
•
•
•

•

Education /Qualifications
e.g. academic or
professional
qualifications.

Skills/Abilities
e.g. analytical skills,
computer skills.

•

•
•
•
•
•
•
•
•
•
•
•

Ability to listen and
communicate effectively with a
wide range of individuals
Ability to manage a complex
and varied workload within a
pressurised environment
Ability to motivate and
encourage others
Ability to manage conflict
constructively
Ability to work under the
constraints of confidentiality
Ability to methodically think
through problems and be
solution focused
Ability to work as a team
member within a diverse team
Ability to work on own
initiative
Ability to request support
when needed

Desirable
Experience of working in the
voluntary sector
Experience of supervising
students/volunteers
Experience of supporting
Carers
Knowledge and understanding
of Carers rights
Knowledge and understanding
of Carers assessment process

Qualification/ training related
to the support of adults and/or
young people
Safeguarding adults L1 & L2
Safeguarding children L1

Skills/Abilities
e.g. analytical skills,
computer skills.
Qualities
e.g. leadership, flexibility,
team working.

•
•
•

•
•

•
•
•
•
•
Other Circumstances
Special conditions that apply
to the job,
e.g. need to travel, work
away from home
etc.

•
•

Essential
Strong interpersonal skills to
relate to citizens, colleagues and
partner agencies
Attention to detail and accuracy
Commitment to antidiscriminatory practice and equal
opportunities in all aspects of
practice
Innovative, creative, flexible, and
enthusiastic approach
Positive attitude to a hectic
working environment where
tasks and systems need to be
developed and updated on a
regular and ongoing basis
Commitment to safeguarding
and promoting the welfare of
children and adults
Commitment to providing a highquality service based around the
needs of Carers
Commitment to the values, aims
and objectives of n-compass
Commitment to supporting the
development of the overall
organisation.
Commitment to personal
development of self and others
To have use of a private vehicle
and be able to work across
Carlisle
Flexible and able to undertake
duties outside of the hours
Monday - Friday 9am – 5pm

Desirable

