Disability North

Job Description

Job Title:


Personalisation Support Officer 

Department:

Community Care and Personalisation Team

Responsible to:

Community Care and Personalisation Lead

Working Hours:
21 hours per week worked over 3 or 4 days with flexibility for remote working

Job Summary:

To provide support to the Community Care and Personalisation Advisor Team

Main Duties:

•
To manage Direct Payments E- Mail Account

•
To keep paper filing and administrative systems up to date and in tidy order

•
Review and update support material

•
To assist with all administrative elements of recruitment including advertising, dealing with enquiries, sending out application packs and co-ordinating interviews

•
To send out evaluation letters to Service Users and collate responses

•
Review Personal Assistant adverts on weekly basis, ensure relevant invoices have been paid and remove any adverts as necessary

•
Circulate the PA Bulletin to registered individuals and local contacts

•
Investigate and attend local Careers Fairs and recruitment opportunities to promote PA vacancies

•
To support the development of the Community Care project 

•
To take on some case work as appropriate to the level of the role

•
To be willing to develop case work skills and take part in any relevant training and development

•
To pull together and develop an information base of community care and independent living information from examples across the country

•
To support the development and putting together of factsheets for the department and information for the website

Other duties:

•
Assist with post and reception duties when necessary

•
Assistant in finance section when necessary

•
Attend staff and departmental team meetings

•
To be aware of and cooperate with the Health & Safety policies and working practices operated by Disability North

•
To observe our equal opportunities policy and apply it to your    work

•
Assist at Disability North Events, Exhibitions and Open Days

•
To undertake any other reasonable duties that may be required at the discretion of your Line Manager

