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About Us
Carers & Communities exists to improve the lives of unpaid carers, create supportive communities around them and ensure carers have a voice. We support people caring for family members or friends with illness, disability, mental health needs or age-related conditions, helping them to maintain their own health, independence and wellbeing while continuing in their caring role. Our work includes information, advice, emotional and practical support, training, community-based services and partnership activity shaped by carers’ lived experience.
Working for Us
At Carers & Communities, people are at the heart of everything we do. We foster a dependable and fair culture where everyone is treated with respect, valued for their contributions, and supported to thrive both personally and professionally.

We believe that great outcomes come from working together. Our teams are united by a shared purpose: making a meaningful difference to the lives of unpaid carers and the communities in which they live. Every role contributes to creating positive, lasting impact, giving our people a strong sense of purpose and achievement in their work.

We are forward-thinking and collaborative, encouraging new ideas and continuous improvement so that we can meet the evolving needs of those we serve. By supporting one another, embracing diversity of thought, and working towards common goals, we create an environment where people feel empowered to make a real difference.

When you join us, you'll become part of a team that is dependable, caring and committed to creating sustainable change. Together, we help ensure unpaid carers receive the recognition, support and opportunities they deserve.

About You
If you are an enthusiastic and organised individual with a passion for delivering high-quality training and events that make a real difference to people's lives this role could be your ideal job. We are looking for someone who has excellent communication and relationship-building skills which enables you to work effectively with carers, colleagues, stakeholders, and external training providers. This role requires strong administrative and organisational skills and a flexible approach to working to meet the needs of unpaid carers.
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Carer Training and Events Officer
Responsible to: 	Carer Services Manager

Place of work:        Worcester Office (informal hybrid working by agreement)
	
Hours of work:	24 hours which we envisage will be worked flexibly across the week, including occasional cover for out of hours events, depending on the events booked. 

Contract type:  	Maternity Cover – 12 months (which may be extended)

Salary: 		£26,520 per annum (pro rata for part time hours)


About us
Carers & Communities is a registered charity which was founded in 1997. We act as an independent source of information, advice and support for unpaid carers across the county.

Job Overview:

Working as part of the Worcestershire Carers Hub Team, the role holder will:

1. Be responsible for the development, delivery and day to day running of a high-quality carer training and events programme
2. Liaise with other team members, carers and stakeholders to ensure that the programme of training and events remains relevant to the needs of our unpaid carers
3. Identify, contract and manage subcontracted training providers
4. Ensure that accurate records are maintained and contribute to organisational reports

We envisage that the postholder will design a programme of events (digital and face to face) that meets the requirements of all unpaid carers, including some evening and weekend offers to suit working unpaid carers.  

Main Duties and Responsibilities in detail: 

1. Be responsible for the development, delivery and day to day running of a high-quality carer training and events programme 

· Design and commission, including engaging with external suppliers where needed, an annual programme of high-quality carer events and training which will deliver impactful outcomes for unpaid carers
· Design and develop a portfolio of webinars and on demand informative sessions for unpaid carers, working closely with the Carer Support Manager & Marketing & Communications Team
· Facilitate and develop social activities for unpaid carers, and where needed support for unpaid carers to access activities from other organisations/providers
· Manage the co-ordination of the Carer Peer Support Groups and volunteers
· Personally cover carers events and facilitate cover from the Worcestershire Carers Hub team with co-operation from the relevant Team Leads and Managers
· Develop peer support opportunities for unpaid carers
· Accrue a good working knowledge of opportunities and resources available to unpaid carers locally and nationally
· Use a range of mediums and platforms to widen access to events by unpaid carers including digital and virtual online opportunities as well as direct face to face engagement
· Proactively promote unpaid carers digital confidence by supporting them to access online services and eLearning resources

2.  Liaise with other team members, carers and stakeholders to ensure that the programme of training and events remains visible and relevant to the needs of our unpaid carers

· Understand the current and emerging needs of unpaid carers working closely with the Carer Support Manager and Carer Advisors to identify adjustments or gaps in provision 
· Encourage unpaid carer involvement in service development, engaging with the Carer Voice Team
· Liaise with the Marketing and Communications Manager to promote the service to carers and to relevant partners
· Ensure safe, creative and inclusive experiences that respond to the diverse needs of the unpaid carers we support
· Understand the requirements of the contracted service and ensure the programme of events and training fully meet these

3.  Identify, contract and manage external training/events providers and budgets

· Respond to gaps in service provision by identifying new providers of training, on demand options and events
· Manage the training and events budget, liaising with the Finance Manager
· Ensure that training and events comply with the organisation’s contractual and quality requirements through review and evaluation
· Safeguard the organisation’s reputation by ensuring adequate contractual arrangements are in place with all providers and that all providers work within with the organisation’s policies and procedures; including Health & Safety, Safeguarding, Equality and Diversity, Data Protection, UKGDPR, Confidentiality and the provision of Risk Assessments. 

4. Ensure that accurate records are maintained and contribute to organisational reports

· Ensure that training and events are monitored and evaluated through surveys and unpaid carer feedback. Use the information gathered to shape the design of future training and events delivery
· Collect and provide comprehensive, accurate and timely monitoring information, including training and event attendance, capturing this information using the organisation’s CRM and operational systems - both on a regular basis and as required 
· Analyse quantitative and quantitative information to contribute to the overall impact of the organisation and to provide evidence to support changes to the provision of training / events and funding applications
· Undertake quality assurance checks across all training and events provision
· Develop and maintain excellent relationships both with internal and external partners to ensure the delivery of a joined up and coherent provision for unpaid carers
· Work to all contractual and relevant organisational key performance indicators


Other

· Be efficient, responsible and maintain a high level of professionalism, personal organisation and accountability
· Be willing to undertake training and personal development


General Responsibilities

· Increase awareness of the needs of unpaid carers and promote carer services
· Provide a positive experience for people accessing Carers & Communities services – including unpaid carers and partners
· Support colleagues by sharing information, knowledge, and good practice
· Attend all training, staff meetings and organisational events as required
· Develop and maintain positive working relationships with colleagues, volunteers and the organisation’s Trustees
· Comply with all organisational and departmental policies and procedures to include internal and external quality assurance processes
· Understand and embed organisational values across the role
· Understand the importance of UK GDPR and data protection and the level of responsibility required in this role 
· Work within a framework of safeguarding, equal opportunity, and confidentiality


While the job description provides the main duties and responsibilities for the position, employees will be expected to carry out any additional duties compatible with their skills and abilities and commensurate with the role.  This job description is non contractual and may be subject to change and alteration from time to time. 

Person Specification
E= Essential D= Desirable

	Experience
	E
	D

	· Digital - Confidently using Microsoft 365 products, CRM systems and online communication platforms such as Zoom
	ü
	

	· Organisational - Setting up and managing events and training sessions (external and internal)
	ü
	

	· Reporting and Data Management – Able to manage data within organisational and data protection guidelines and produce accurate reports which reflect both quantitative and qualitative information
	ü
	

	· Partnerships - Working with partners and internal teams to meet key performance indicators and outcomes
	ü
	

	· Budgeting – Tracking finances and working within a set budget
	
	ü

	· Guidelines - Working within safeguarding, confidentiality and equality guidelines
	
	ü

	· Quality - Working within quality standards
	
	ü

	· Unpaid Carers - Working with unpaid carers and/or vulnerable people
	
	ü

	
Knowledge
	E
	D

	· Digital platforms, software and AI solutions in relation to the role
	ü
	

	· Issues affecting unpaid carers
	
	ü

	· Health and social care services and/or the voluntary sector
	
	ü

	· Care Act 2014 in relation to carers and the cared for
	
	ü




	Skills
	
	

	· Communication - Confident communicator skilled in building positive relationships
	ü
	

	· Organisational – ability to manage a number of tasks, prioritising appropriately
	ü
	

	· Problem Solving and Resourcefulness – able to make decisions under pressure and deal with unexpected issues calmly
	ü
	

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

	· Ability to plan and organise own workload
	ü
	




Other Requirements

· Relevant posts will be subject to a standard or an enhanced DBS check
· Ability to travel to and from our office location and to other locations as needed for the role

Benefits
Occupational Pension, Employee Assistance Scheme, Blue Light Card

How to Apply
Please forward your CV and a covering letter using the template provided. In this template you should provide a brief explanation of how your skills, knowledge and experience match each of the 5 areas of responsibility.  

If you do not provide a CV or the cover letter, your application will not be considered, and you will not be invited for interview.  

If you are invited for interview, we will also ask you to complete an Information Form asking for further information relating to your employment, references and other relevant checks.

Please send your CV and Cover Letter to: recruitment@carersandcommunities.org.uk as soon as possible. We may close to applications early if there is a high level of interest. 
 
Interviews will take place on a rolling basis as suitable candidates are identified.

We are committed to safeguarding and promoting the welfare of children, young people, and vulnerable adults, and we expect all staff and volunteers to share this commitment.
All successful applicants will be required to undertake an enhanced DBS check (or equivalent) and provide references covering the last 5 years of employment. We follow safer recruitment practices in accordance with statutory guidance to ensure the people we appoint are suitable for the role.
Our recruitment process includes rigorous checks on identity, employment history, qualifications (where applicable), and the right to work in the UK. Any gaps in employment will be explored during the selection process.
We value diversity and welcome applications from all sections of the community. Appointments are made on merit, and we are committed to creating an inclusive environment where everyone can thrive.
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*Carers & Communities is a working name of Worcestershire Association of Carers.

Registered Charity No. 1071850 Registered Company No. 03485330
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