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Job Description




Post Title:                      	PA Support Coordinator

Post Salary: 	£26,520 per annum pro-rata for full time post based of 35 hours per week.
                                     
                                   	LCiL offer a hybrid model of working.

Hours: 			Full Time 1.0 WTE (35 hours per week). 
There is no overtime for such work and LCiL’s TOIL policy will apply.

Responsible to:	       	Service Manager: Advice and Information Services


Duration: 	This is a limited-term position until 31 March 2027 with the possibility of further extension depending on the availability of funds and the performance of the post holder.

Post Objectives:

This position plays a vital role in a collaborative initiative between LCiL (Lothian Centre for Inclusive Living) and VOCAL (Voice of Carers Across Lothian). The project, titled "VOCAL About Independent Living," aims to promote Self-Directed Support and is funded by Support in the Right Direction, an initiative delivered by Inspiring Scotland.

The PA Support Co-ordinator is a dual and evolving role:
1. Support unpaid carers and those they care for to understand, establish, and sustain Personal Assistant (PA) employment arrangements.
2. Contributing to the development of a skilled, confident, and sustainable PA workforce by promoting PA work as a viable and valued career choice.

The successful candidate will be responsible for providing tailored support to unpaid carers and individuals who need care, guiding them in their journey to become Personal Assistant (PA) employers. Central to this role is the empowering mission to help individuals exercise their choice and control over their lives. This includes fostering their knowledge, confidence, and resilience, enabling them to manage and sustain their responsibilities as PA employers effectively. 

Experience has shown that simply providing information and training to PA employers is not enough to ensure sustainable care arrangements. Therefore, this position will also place an emphasis on PA recruitment, training and coordination. The postholder will engage with key communities and networks to strengthen pathways and explore innovative strategies for sourcing PA’s. This will involve collaborating with specialised provision schools and service providers, as well as promoting PA work to carers who may wish to re-enter the workforce.

The postholder will work within a small, supportive team at LCiL, while also closely collaborating with the Carer Brokerage Practitioners at VOCAL. This collaboration will include both online and in-person meetings at VOCAL’s carer hubs located in Midlothian and Edinburgh. The postholder will offer one-to-one practical support tailored to the needs of individual carers, support the delivery of small peer group sessions, and lead more formal training workshops. Through this work, the postholder will contribute to improved outcomes for unpaid carers, people using Self-Directed Support, and Personal Assistants, strengthening choice, control, and sustainability within local care arrangements across the City of Edinburgh and Midlothian.


Main Duties: 

1. Carer support

An unpaid carer is a family member, partner, relative or friend, who cares for someone of any age, who needs help to manage a long-term condition, disability, physical or mental health condition or addiction. Those they care for are generally in receipt of funding from their local authority and/or Independent Living Fund Scotland. They will work with carers to assist them in sourcing and sustaining appropriate care and support for those they care for.

The postholder will:
· Provide clear, accessible information on Self-Directed Support options, and the choices available within these options, enabling informed decision-making.
· Support carers who choose to employ Personal Assistants to understand their roles and responsibilities as employers.
· Provide practical, person-centred support with:
· Recruitment and selection of PAs
· Good employment practice
· Day-to-day employer responsibilities, such as rotas, holiday cover etc.
· Where carers chose to take up LCIL’s payroll service, provide information and guidance regarding how our service operates. 
· Signpost to payroll providers and provide advice on the need for payroll services for Personal Assistant employers.
· Offer ongoing, responsive support to carers as employer needs change over time.
· Ensure information is available in accessible formats, according to individual needs.
· Support carers to self-advocate, where appropriate, in discussions around outcomes, funding levels, and support planning.
· Liaise with relevant partners and agencies to ensure that carers, as well as those they care for, have access to and are able to implement their Adult Carer Support Plan or a personal support plan.


2. Recruitment, training and coordination of Personal Assistants

In recognition of the importance of a stable, skilled, and confident Personal Assistant (PA) workforce, the postholder will:

· Actively promote PA work as a viable, meaningful, and sustainable career, highlighting transferable skills, lived experience, values-based practice, and progression opportunities within social care and independent living.
· Engage with diverse groups and individuals to encourage people to consider pursuing PA work:
· Unpaid carers considering a return to work
· People with relevant lived experience or skills
· Schools, colleges, training providers, and specialist services

· Develop and implement targeted outreach and engagement activities that highlight the vital role PAs play in promoting independence and enhancing quality of life, while also addressing misconceptions about PA work.
· Contribute to raising the profile of PA work as a professional role, supporting recruitment, training and coordination
· Work directly with Personal Assistants to support their confidence, skills, and retention.

· As part of a pilot project, establish and support a small cohort of PAs, consisting of up to 10 participants:
· Supporting participants in connecting with specialised organisations that focus on PA development
· Offering localised support to foster peer support and facilitate shared learning
· Creating a space for participants to reflect on challenges and share examples of good practice
· Support PAs to understand their role, rights, and responsibilities
· Navigate employment relationships
· Identify learning needs and longer-term career aspirations

· Work closely with LCiL colleagues and VOCAL Carer Brokerage Practitioners to ensure PA development and support aligns with the needs of PA employers, unpaid carers, and the principles of Self-Directed Support.

3. Peer Support and Learning

Liaise with LCiL’s Peer Support and Learning service and VOCAL’s Carer training programme to ensure carers are aware of the groups, events, and workshops available to them.  Work with the service around PA Employer specific events/groups and events/groups for carers.

4. Administration

· Maintain accurate and up-to-date service user records using web-based software.
· Undertake recording of information in accordance with LCiL policies and procedures and ensure people have access to their own confidential file.
· Assist the Service Manager in collating statistics and preparing reports.


5. Other duties

· Working with other teams within LCiL and partner organisations, including VOCAL, as appropriate.
· Any other reasonable tasks which are appropriate to the smooth running of LCiL and which are within the post holder’s knowledge and capabilities.

Supervision:

The post holder will receive regular individual supervision from the Service Manager in accordance with the terms and conditions of service. The post holder will be expected to attend staff meetings, team meetings, training courses, LCiL events and other meetings deemed appropriate to the functioning of the work.  
Contacts:

· Unpaid carers and family members
· Disabled people, people with long term conditions and older people
· Disability organisations across the Lothians and Edinburgh
· Statutory Social Work and other practitioners
· Local and national voluntary and charitable bodies
· Private Sector organisations
· LCIL Trustees, Staff and Volunteers
· Other partners and stakeholders
· Members of the Public

Complexity and Creativity:

The Lothian Centre for Inclusive Living is an innovative and demanding initiative, which will have a significant impact on the lives of disabled people, their families and the statutory authorities in the Lothians.

The provision of support, which enables disabled people and their unpaid carers to increase their level of self-control in all aspects of their lives, is highly complex.  It requires sensitivity, an extensive knowledge of services that are available to disabled people and a wide knowledge of the concerns of disabled people.

The post holder must be able to work under pressure within a challenging and sometimes uncertain social, political, and financial climate.

As a disabled peoples’ organisation, we are committed to inclusion and diversity.  The different skills and experiences that our colleagues from different backgrounds bring to us allow us to make better decisions, consider different views and be an altogether more interesting and cohesive place to work.  We welcome applications from everyone who meets the job specification and shares our values.  All our staff are expected to share these commitments and abide by our policies.

We are also a disability confident employer and as such, if you require any support during any part of the recruitment process, please contact HR@lothiancil.org.uk 

The post holder will maintain an up-to-date knowledge of all relevant legislation.  

They require the ability to communicate effectively with a wide range of people.

They are required to take the initiative on a wide range of tasks and work as part of a team to ensure LCiL maintains an inclusive approach.


Job Title: PA Support Coordinator

	
	Essential
	Desirable

	Education and Qualifications
	· Good general education
	· Relevant qualifications

	Skills and Abilities
	· Good communication skills both written and oral with the ability to express ideas clearly and succinctly
· Skills to work effectively as part of a team
· Ability to work positively with partners and stakeholders
· Capable of self-directing and using own initiative
· Skilled in use of IT e.g. Microsoft Office and case management packages
· Strong planning, organisational and time management skills
· Ability to prioritise a complex workload
· Creative problem-solving skills
	· Skills in reflective practice and action learning


	Experience & Knowledge

	· Recent experience of delivering support and owning their own caseload
· Experience in recruiting and supporting staff to build sustainable employment
· Good critical thinking and research skills
· Specialist knowledge of specific issues e.g. Self-Directed Support, employer responsibilities as they relate to disabled people and unpaid carers
· Understanding of Data Protection and GDPR
· Commitment to equal opportunities and anti-discriminatory practice.
	· Understanding of social model of disability and Independent Living Movement.
· Demonstrable commitment to LCiL’s ethos and values.

	
	· 
	· 



Successful applicant is subject to a satisfactory PVG (Protecting Vulnerable Groups) check.
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