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Job Description
Dementia Co-ordinator

Job title: 		Dementia Centre Co-ordinator Gwynedd
Responsible to:	Project Leader
Hours:		25 per week
Salary:	           £33,112 (pro Rata), Actual £22,373
Pension:		Pension offered


PURPOSE
To deliver a person centred information and support service for people with Dementia, their carers/close family members within a designated Dementia Centre and venues assigned for this purpose.
The Co-ordinator will work in conjunction with the Memory Support Pathway  across the allocated county/counties.
 
Duties & Responsibilities:

· To co-ordinate and facilitate the day to day operation of the Dementia Centre or venues assigned to deliver Dementia Centre work.
· To be responsible for accepting suitable referrals into the service
· Upon receipt of appropriate referral, make contact with client to invite them to attend the Centre for continued support and guidance.
· Provide Information/Advice and Support for the person living with dementia, their carer or family member within the Centre or via telephone
· Offer peer support opportunities in accordance with individuals needs via mentoring opportunities/group activities or social media
· Provide/ signpost relevant training and education opportunities from diagnosis throughout progression of disease
· Work closely with the Memory Support Pathway partners  (MSP to determine an individual programme of assistance to meet any identified needs that arise
· To forge good working relationships with the MSP in order to facilitate joined up working and appropriate referral pathway.
· Conduct ongoing evaluation to ensure that the service is conducted in a Person Centred format and fit for purpose and meeting current needs.
· Ensure all information, records and client data is maintained in accordance with organisational procedures and Data Protection policies.
· Undertake needs/risk assessments and re-assessments as required.
· Promote and engage with other local groups and forums to ensure communication is free flowing and that people with Dementia are able to participate and influence matters that affect their lives.
· Administrate and organise own work to ensure that it is accurate and meets deadlines, targets and reporting requirements.
· Keep up to date with new developments and ideas and be flexible in service delivery.
· Attend meetings, conferences and training events as requested and agreed by line manager.
· To deliver support to people with Dementia and their Carers/families and friends to live as well as possible with Dementia 

QUALITY
· To work with the Registered Care Manager to ensure compliance with relevant regulatory requirements.

CARERS
· To consult with carers to identify the levels of satisfaction and future needs
· To represent carers views within appropriate settings.

OTHER TASKS
· To follow Carers Trust North Wales Crossroads Care Services Code of Conduct
· To ensure that the organisation is compliant with health and safety legislation
· To work within the philosophy and policies of the organisation
· To ensure that equal opportunity principals are applied at all times
· To ensure confidentiality is maintained at all times
· To undertake any other duties commensurate with the post holder’s grade as directed by their Line Manager and CEO.










Person Specification
Post of: Dementia Co-ordinator

	Essential
	Desirable

	Experience of:

· Professional qualification in Health/Social care or demonstrable equivalent professional experience

· Experience of working with individuals directly affected by Dementia and their carers

· Experience of working in the caring profession

· Experience of dealing with health and social care professionals


	



	Skills and abilities
· An understanding of Dementia and the needs of people affected by it.

· Understanding of the issues facing those with Dementia both directly and indirectly

· Ability to recognise problems and seek appropriate solutions/advice

· Welsh Speaker

· Basic understanding of IT systems

· Administrative skills including record keeping and report writing

· Ability to relate to people at all levels

· Ability to manage & prioritise own workload

· Ability to assess situations and agree service delivery

· Ability to work as part of a team or on own initiative

· Good decision making ability

· Ability to present a warm and caring attitude with professionalism

· Competent and confident in using Microsoft Products and other databases

· Own transport essential

	

· Ability to conduct care needs and risk assessments 

· Working within a person centred care culture

· NVQ/QCF level 3 or equivalent









	Knowledge

· A knowledge of and a commitment to equal opportunities

· A comprehensive knowledge of care practice including Carers Trust North Wales Crossroads Care Services care practice policy and procedure (which can be developed in the role)


	
· An understanding of carers’ issues.
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