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Person Specification 

Job Title: Adult Carers – Information and Advice Worker 

Knowledge / Education / Qualifications 

Essential 
/ 
Desirable  

Qualifications  

Professional qualification in health or social care.  D 

Portfolio of relevant training in health or social care that includes working with families. E 

Experience  

Experience of working in an Information & Advice or Support role in a voluntary, social work, 

health, education or similar setting in which advising clients on welfare benefits has played a part. E 

Experience working with volunteers. D 

Experience working with diverse groups of people, including Carers, and an understanding of 
different cultures, backgrounds and experiences, and how to apply this understanding to your 
work. 

E 

Experience and understanding of the situations, needs and issues, in particular the financial 
issues, faced by Carers/or another client group and how these can relate to an information and 
advice Role. 

E 

Experience using Microsoft Office 365 e.g. Word, Excel, Outlook, Power Point and Publisher to 
produce documents, correspondence or presentations. 

E 

Knowledge  

Sound knowledge and understanding of concerns and experiences of Carers and their families 
including relevant safeguarding issues. 

E 

Specific knowledge of the various communities in Sutton and any challenges they may face as 
well as the services and other resources available to support them. 

D 

Good working knowledge of Welfare Benefits. 
E 

Knowledge of both public/statutory as well as voluntary/charitable organisations and how they 
work. 

E 

Abilities and Skills  

Good listening skills and the ability to show empathy towards Carers and their families, who may 

be in distress. E 

Excellent interpersonal skills enabling effective communication with a range of individuals and 

agencies. E 

Good observational and assessment skills, with a creative, curious and non-judgmental approach. 
E 

A sensitive approach towards the situations, needs and difficulties faced by Carers, but with a 

positive belief in the ability and potential of families to live happy, healthy lives in the community. E  

Ability to monitor, reflect upon, and keep records/data, and the ability to communicate outcomes 

regarding work. E 

Ability to plan and prioritise workload effectively, multi-task and work under pressure, 

independently and as part of a team. E 

Ability to motivate yourself and others within a team environment including Volunteers. E 

Ability to set and maintain professional boundaries with Carers, Staff and Volunteers. E 

Ability to be clear and concise verbally and in writing, including creating and delivering reports. 
E  
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Ability to manage a caseload, including providing advice, information, support, informal advocacy 
as well as brokerage in relation to other services, to maximise Carer health and wellbeing as well 
as a Carer’s ability to care, as appropriate. Although the focus will be on adults, your work may 
also involve children within the family context.  

E 

Ability to use and promote the Equal Opportunities and Diversity, Confidentiality, Safeguarding, 
Environmental and Health & Safety policies and procedures, including the ability to 
oppose/challenge discriminatory language and actions. 

E 

On a planned basis, ability to work flexible hours (i.e. the occasional evening or weekend) plus the 
ability to work in the Centre or from home, according to the needs of the charity.  

E  

 


