[image: image1.png]YMDDIRIEDOLAETH | CARERS
GOFALWYR TRUST

Croesffyrdd Crossroads
Gorllewin Cymru West Wales





Job description
Job title:
Money Matters Services Co-ordinator

Salary:
£28,226 pro rata
Contract Type:                 Fixed term until 31st March 2026 

Location:
Hybrid Working / Llanelli Office / Carmarthen Office
Responsible to:
Carers Support Services & Development Manager
Hours:
30 hours per week
Annual leave:
25 days per annum plus 8 bank holidays (pro rata)
Pension:
3%
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Main aims of the post

· To ensure that the needs of Carers are identified and are met fully in line with the aims and aspirations of Carers Trust Crossroads West Wales 

· To take the lead in the day-to-day smooth running of the Money Matters & CATCHUP Welfare Benefits Services; including direct line management of the staff teams.


Scope and accountability
The post holder will:

· Be supported by the Carers Support Services Manager
· Have a lead role in supporting the effective delivery of Financial Wellbeing Support Services throughout Carmarthenshire, Pembrokeshire and Ceredigion. 
Duties to include

· To have overall responsibility for processes and procedures to ensure the effective running of the services.

· To work with the Service Manager and other team members to produce and maintain up to date information for Carers to support website content.

· To manage a small casework including benefits casework and income maximization for clients.
· To maintain accurate case records on our Customer Relationship Management system 

· To help identify hidden Carers, helping people to identify themselves as Carers, so that they can access support and information.
· To raise awareness, through events, talks, publicity and promotion of Carers and their needs and of the support services available to them.

· To provide a signposting service for Carers to appropriate sources of support and information.

· To assist the Service Manager to produce quarterly and annual monitoring reports in the formats required by funders. 

· To assist in collating carer feedback and information to evidence need for improvement of existing carers services and/or development of new services.
· To take responsibility for monitoring the timeliness, accuracy and confidentiality of the service client data inputting, using Charity Log database and follow-up on outcomes and client satisfaction.

· To ensure that staff keep their knowledge and resources updated regarding changes to welfare benefits and other relevant financial information

· Ensure staff keep up to date with developments that impact on carers and disabled people, such as changes in social care, legislation, etc.

· To ensure compliance of service delivery within the requirements of the funders.

· To manage confidentiality procedures and freedom of information.

Staffing

· To supervise, appraise and manage the performance of the staff directly reporting to the postholder, in line with the agreed standards. 
· To co-ordinate staff rota’s and annual leave ensuring adequate staffing levels for all services at all times.
· To ensure that staff skills and knowledge are updated and the team work towards continuous development, completing all mandatory training as required. 
Team working/Networking and Liaison
· To be aware of opportunities for new partnership working, and help to develop clear protocols for joint working.
· To arrange and Chair regular team meetings and produce an accurate record of the meetings
· To foster and maintain existing partnerships with a wide range of statutory, voluntary and community group and forums across Carmarthenshire and Pembrokeshire.

· To provide team cover and continuity of services to carers to cover absence i.e. annual leave etc. This could include working occasional evenings on a rota basis. 

Quality

· To ensure that Carers Trust Crossroads West Wales fully complies with relevant regulatory standards and with organisational policy and procedure relating to the provision of services.

· To ensure that a high-quality service is delivered in line with all relevant quality standards and quality frameworks.
Training and Development
· To participate in training for own personal development within the role.

Customer Care

· To have overall responsibility for customer care within the teams.

· To respond to and resolve informal complaints in the first instance and escalate to the Service Manager where appropriate in order to ensure positive outcomes for the beneficiary and the organisation.

General

· To be committed to safeguarding and promoting the welfare of vulnerable adults and children.

· To work at all times within the philosophy and policies of Carers Trust Crossroads West Wales.

· To comply with the Health & Safety at Work Act 1974 and with Carers Trust Crossroads West Wales, paying particular attention to the reporting of dangerous situations.

· To have a commitment to developing quality by the implementation the quality evaluation tools along with any other standards set by Carers Trust.

· To respect the personal choice and lifestyles of colleagues, carers, and people with care needs, ensuring equal opportunity principles are applied at all times.

· To comply with the Code of Conduct. 

· To undertake any other duties that may be considered commensurate with the level of the post. 

Person Specification

	Essential
	Desirable

	Experience

· Co-ordinating and delivering quality services.
· Experience of managing staff including supervisions, appraisals and performance management. 

· Direct experience of working for a support service and achieving positive outcomes for beneficiaries.
· Working with and implementing policies, procedures and guidance.
	· Partnership working within Third Sector.

· Experience of delivering welfare benefits support and / or financial information & guidance
· Developing and implementing new processes & systems.
· Organising events.  



	Skills and abilities

· Strong people management skills.
· Good communication skills.
· Effective team building skills.
· Ability to manage resources effectively including budget management.
· Ability to collect and present performance and statistical data.
· Solution focussed / problem solving ability.
· Good decision-making skills.
· Excellent organisational / administrative and IT skills.
· Strong customer care skills.
	· Ability to speak Welsh.


	Knowledge

· An understanding of carers’ issues.
· A knowledge of and a commitment to equal opportunities.

· A knowledge of quality assurance and ability to work within a qualify framework.
	· A knowledge of local statutory & Third Sector services and pathways into care and support


	Qualifications

· A good standard of general education or ability to demonstrate relevant experience.
· Recognised qualification(s) in social work, health, advice work or other relevant experience.
	· A recognised qualification in management or team leading or equivalent experience.

· Level 4 Diploma in Advice & Guidance

	Other

· A full driving licence and access to a vehicle for work purposes.
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