
 
 
Job Title:  Carers Services Worker 
Salary Scale: £21,166 per annum 35 hours, OR £16,932 per annum 28 hours pro-rata 
 
Conditions of service 

Hours Available: 35 hours, Monday to Friday (7 hours per day between 8.30am - 6pm with 
flexibility for service requirements (evenings and weekends) 

OR 

28 hours, over 4 days in line with service requirements (7 hours per day 
between 8.30am - 6pm with flexibility for service requirements (Fridays, 
evenings and weekends).  

 
Holidays: 25 days per year plus public holidays (35 hours), OR 20 days plus public 

holidays pro rata (28 hours) 
 
Pension:  Available 
Reporting to: Carers Services Co-ordinator 
 
Manchester Carers Centre provides support to Carers in neighbourhoods throughout 
Manchester and this post will operate across our full range of services.  The post holder 
will be required to be flexible and work in a variety of locations, remote working from home, 
from our centre base in Manchester and community based settings in neighbourhoods as 
required. 
 
Aims of Post 
 
 
1.   Carers Services and Projects Delivery 

To directly deliver new and existing Carers’ services and projects, independently or jointly with 
other members of the team.  Current services include: information, advice and signposting 
services, emotional support services and practical financial support services, support Carers to 
access to peer support, online and off line activities, access to learning and development 
opportunities and services across Manchester and support our Young Adult Carers Services, 
on a one to one and group basis via a range of formats, across Manchester neighbourhoods.   
 
 

2.   Digital Profile, Publicity & Promotion of Services for Carers 
To effectively promote the Manchester Carers Centre services and projects online and offline, 
and maintain the digital profile of the Centre through our website and social media platforms. 
Promote digital inclusion and relevant activities for disadvantaged Carers.   
Effectively utilising online platforms (i.e. website, social media, e-bulletins) to proactively 
provide current, accurate and relevant service information to Carers, Professionals and 
followers.   To raise the profile of Manchester Carers Centre services and available services to 
Carers across Manchester.  To support general marketing, media and develop digital 
fundraising.  Represent Manchester Carers Centre as an effective ambassador as required.  
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3.  Monitoring, Evaluation, Reporting and Quality Standards 

To effectively underpin service delivery with sound assessment, administration, organisation 
and excellent report writing skills.  Contribute to database use and development within GDPR 
guidelines.  Ensure services and projects are delivered within a quality framework and to the 
usual high standards of Manchester Carers Centre operations.   
 

Key Roles and Responsibilities 
 
Carers Services and Projects Delivery 

 To contribute to the delivery of Manchester Carers Centre’s key services and projects as 

required, from conception to completion, ensuring targets are met and exceeded.  

 Creatively develop and deliver fresh opportunities for Carers to improve their health and 

well-being, skills, learning and development and overall resilience. 

 To work alongside the Carers Centre team to deliver a range of services for Carers 

including: virtual peer support sessions; information and advice, signposting, emotional 

support and practical help; learning and development opportunities; outreach activities; 

individual grants for Carers; creative opportunities; Young Adult Carers Services.  

 To build relationships with key neighbourhood contacts and organisations to promote 
positive changes for Carers and to enable our projects to be relevant and accessible.  

 To stay informed about policy changes in health and social care and contribute to the 
team’s knowledge base. 

 To deal effectively and sensitively with individual enquiries from Carers, Professionals and 

others via telephone, letter, email, face-to-face appointments and outreach sessions, 

logging all enquiries accurately. 

 To research solutions to Carers needs, keeping abreast of all Carers Centre services and 

external services locally and nationally, to identify appropriate opportunities and support. 

 To keep an overview of priorities each week, attending weekly service meetings to ensure 

effective team communication and delegation of tasks.  

 To provide telephone reception services on a rota with colleagues. 

 

Marketing, Publicity & Promotion of Services for Carers, Digital Profile and Relationship 

Building 

 Develop and implement a strategy to identify and connect with unpaid Carers and relevant 

professionals in contact with Carers in communities 

 Build effective relationships with a range of professionals and community activists within 

neighbourhoods 

 Promote and publicise projects and service delivery, online and offline, to target audiences 

and relevant stakeholders, including use of social media platforms and the Centre’s 

website.  

 To contribute to the development of resource materials to support Carers to access virtual / 

online events (for example: How to use Zoom) and support Carers to join virtual events 

hosted by the Carers Centre 

 To work with the Carers Centre team to produce leaflets, posters, e-bulletins and other 

publicity materials in order to promote and disseminate information to Carers 

 To support all Manchester Carers Centre profile raising and promotional activities including 

digital fundraising as required. 
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Monitoring, Evaluation, Reporting and Quality Standards 
 

 To capture all daily activity with Carers accurately, record casework and project work, 

producing timely, high quality written reports as and when required to demonstrate 

outcomes and impact of our services for Carers. 

 Utilise relevant performance and evaluation tools to monitor, measure and report on the 

impact of all services and projects, and keep financial records of budget expenditure. 

 Produce high quality progress reports for the CEO and Management Team, and final 

project reports for funders as required.  

 Ensure projects operate within agreed objectives, time scales, budgets and to high quality 
standards of delivery.  Administration of services, data collection and monitoring and 
evaluation, and report writing are key responsibilities. 

 

Policy and Procedure 

 To adhere to and consistently follow all policies and procedures for the day to day smooth 

running of the service and to jointly ensure all colleagues do the same.  

 To have joint responsibility for ensuring Safeguarding, Data Protection, information 

management and Confidentiality procedures are well understood within the team and well-

practised.  

 To have full regard for equal opportunities and promoting non-discriminatory practice and 
accessibility in all aspects of service delivery.  

 To ensure health and safety practice, risk assessments, centre activities are compliant with 
our policies and legal advice and best practice so that all of our outputs and activities are run 
safely for all.  

 To ensure strict information management and Data Protection practice is embedded in our 
daily practice, having full regard for GDPR compliance. 

 To support the development and maintenance of policies, procedures and systems for the 
smooth running of all projects.  

 

General 

 Able to work independently, taking responsibility for their work areas as well as working well 

under direction. Have a flexible attitude to their work, which is often developmental, showing 

a willingness to adapt and evolve their role in line with organisational and service user needs 

and prioritise competing demands well.  

 Be a positive and flexible team player and work effectively with line manager and colleagues 

to ensure quality day-to-day service delivery and centre priorities are met.  

 Duties of all staff are periodically reviewed and may alter in line with service requirements 

and consultation with staff. 

 The Voluntary Sector is rapidly changing and diverse, and the post holder needs to be 

adaptable, agile and flexible as services, develop, grow and change, subject to funding and 

external factors.   
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CARERS SERVICES WORKER 
PERSON SPECIFICATION 

 

 Essential Requirements 

1 Experience of, or ability to, develop, manage and coordinate concurrent, imaginative projects 
successfully, liaising with Carers, professionals and service users to ensure effective delivery to 
meet the needs of Carers. 
 

2 Good networking / community development skills with an ability to build relationships and rapport 
across a range of stakeholders. 
 

3 Excellent listening skills with an ability to convey empathy and understanding sensitively to Carers 
needing emotional support on a one to one basis. 
 

4 Strong communication, presentation, interpersonal and facilitation skills to be able to work with 
groups of Carers and others. Friendly and professional manner, ability to be an ambassador for 
Manchester Carers Centre as required in meetings. 
 

5 An understanding of the information and advice needs and issues for Carers in health and social 
care and welfare rights.  Knowledge of the type of health and social care policy issues facing Carers. 
 

6 Able to research and interpret complex information.  Ability to deliver this information, advice and 

practical help to individual Carers in a practical and accessible way. 

 

7 Able to use ICT effectively in the provision of information and advice, including the use of popular 
video conferencing applications. 
 

8 Strong IT and Social Media skills, with an ability to enhance and uphold the Centre’s digital profile. 
 

9 Ability to produce promotional materials online and offline, relaying project information in an 
understandable and engaging way for service users. 
 

10 Ability to plan, monitor and evaluate Manchester Carers Centre projects and services, and produce 
high quality written reports and case studies, against service targets and frameworks. 
 

11 Able to plan, multi-task, prioritise and make decisions in a busy, fast paced, environment in order to 
meet competing deadlines. Able to balance planned project work and support the general centre 
workload with additional work that may arise. Ability to be flexible is a key. 
 

12 Strong administrative and organisational skills, with clear attention to detail and meticulous updating 
of database records and centre filing systems and ability to help improve systems. 
 

13 Excellent computer skills and knowledge of the Microsoft Office (365) or equivalent programmes. 
 

14 Able to contribute to effective team working and development of Manchester Carers Centre services. 
 

15 Able to take responsibility for own learning and development. 
 

16 Ability to ensure health and safety practice, undertake risk assessments and ensure centre activities 
are compliant with our policies, legal advice and best practice and quality assurance. 

17 Understand, empathise and be committed to Manchester Carers Centre’s aims, principles and equal 
opportunities policies. 

18 Able to understand the importance of Data Protection and GDPR in all aspects of Manchester 
Carers Centre’s work. 

 


