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  Carers Assessment Officer Job Description and Person Specification 
 
 

Job Title: Carers Assessments Officer   
 
Accountable to: Carers Advice and Support Manager / Operations Director   
 
Hours: 21 per week         Including one evening per week until 9pm  
 
Location:                         Enfield Carers Centre & Community Locations 

   
 
Purpose of the Post 
 

• To carry out stand -alone assessments and reviews for Carers using a 
person-centred approach ensuring that Carers’ needs are identified and 
recorded accurately throughout the assessment. 

 
• To support Carers in seeking outcomes that will maintain or improve wellbeing 

and that have been identified during the full assessment.  
 

• To provide support, advice, information and opportunities to adult carers who 
are caring for a relative, friend or neighbour who has an illness or disability. 

 
• To liaise with other organisations that may be able to provide additional 

support to carers including Health, Social Services and other Voluntary 
Organisations.   

 
 
Key duties and responsibilities: 
 

• To  adopt  an  enabling,  holistic  and  flexible  approach  to  assessing  
the  needs  of carers and adults with care and support needs. 

• To provide intensive screening and complete assessments and reviews 
for carers of people with multiple needs, often across a range of 
disciplines (e.g.  rehabilitation,  benefits,  mental  health  and 
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equipment),  using  essential  skills  and  detailed  knowledge  of  
current  policies, procedures  and  government  legislation  regarding  
service  delivery  including  the prevention and personalisation agenda. 

• To  use  a  range  of  skills  [investigative,  problem-solving,  advocacy]  
and  to  deal sensitively  with  any  contact  outside  of  the  eligibility  
criteria  to  sign -  post  to alternative providers/services under a level of 
supervision. 

• To work both at ECC and in the community locations , offering flexibility 
of service. 

• To work until 9pm on evening per week to support the evening service. 

• To use essential skills to prioritise, calculate risk factors and respond to 
situations in an emergency, under close supervision. 

• Develop and implement support plans for carers with a range of needs. 

• Under  minimal supervision,  ensure referrals to other teams/services 
encompasses information  relevant  to  the  appropriate  service  area   
that  may  have a  significant impact on the service user and/or carer. 

• Following assessment, use the Resource Allocation System (RAS) 
scoring system to calculate an indicative budget for Carers. 

• Undertake a basic financial assessment where it is identified that the 
carer may be eligible for a statutory service 

• Have  an  awareness  of  issues  in  relation  to  the  Safeguarding  of  
Adults  and Children and to identify any cases or issues under a level of 
supervision. 

• Have awareness of and commitment to adhere to the organisation’s 
confidentiality and data protection policies at all times 

• Liaise with the Council’s Health and Social Care Teams to ensure 
capacity for new referrals is understood 

• Act as intermediary for Carers as required (whilst encouraging Carer 
independency whenever possible) 

•  Maintain accurate, timely and detailed records of all support work 
undertaken on Eclipse and Salesforce and/or other reporting systems 



 

3 of 5 
F Jones 2025 

as required 

• Attend regular staff meetings to share good practice and ensure your 
own support needs are met 

• Attend regular one to one line management meetings 

• Provide regular reporting and monitoring e.g quarterly monitoring 
reports and other quantitative and qualitative data. 

• Identify complex needs based on the assessment criteria and refer to 
Health and Social Care teams when appropriate 

Additional Occasional Responsibilities 
 

• Identify appropriate sources of information, advice, benefits, equipment 
and services which Carers can access, and updating shared resource 
information to reflect this 

• Actively contribute and participate in publicity events and represent 
Enfield Carers Centre and Enfield Council in a positive manner and to 
raise awareness of carers’ needs 

 
General Requirements 
 
• Adhere to and uphold the organisation’s mission, vision, values, 

strategic aims and policies 

• Understand the personalisation agenda and put person centred 
planning at the forefront of any interaction with Carers 

• Demonstrate resilience and adaptability in accordance with working 
within a rapidly changing environment 

• Act with integrity and maintain the highest professional standards at all 
times 

• Maintain a confidential, sensitive and discrete approach to personal, 
sensitive and organisational information 

• Contribute to a culture of equality and demonstrate a commitment to 
removing all forms of discrimination as a colleague and as a provider 
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of services to carers 

• A flexible approach is required for this role and you may be asked to 
undertake other duties from time to time as determined by your line 
manager and in keeping with the purpose of the post and after 
consultation with the post holder 

Person Specification: Carer Assessment Officer 
 

  Essential Desirable 

Qualifications Five GCSE grades C+ 
above including math’s and 
English 

 Yes 

Knowledge & 
Abilities 

Understanding of Carers’ 
needs and issues 

 Yes 

Strong understanding of 
personalisation and person-
centred planning 

 Yes 

Ability to demonstrate 
adaptability within a rapidly 
changing environment 

Yes  

Understanding of promoting 
wellbeing and enabling carers 
to meet outcomes 

Yes  
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Working with voluntary and/or 
statutory agencies 

 Yes  

Working in a busy office 
environment 

Yes  

Ability to work with a wide range 
of people including people with 
mental health issues, substance 
misuse issues and people from 
vulnerable groups.  

Yes   

Ability to prioritise work and deal 
with competing demands 

Yes  

Ability to work flexibly as part of a 
team and work independently  

Yes  

Ability to follow processes and 
record data with attention to 
detail 

Yes  

Ability to work effectively and 
efficiently under pressure 

Yes  

Dealing with confidential issues Yes  

Interpersonal 
Skills 

Excellent verbal & written 
communication skills 

Yes  

Excellent listening skills Yes  

Empathetic and trustworthy, good 
at building relationships 

Yes  

Good telephone manner Yes  

Ability and confidence to learn 
new processes and IT databases  

Yes  

Computer literate – working 
knowledge of Office, databases 
etc. 

Yes  

 

Qualities 
Commitment to equality of 
opportunity 

Yes  

Organised approach to work Yes  

Attention to detail Yes  

Able and willing to work flexibly Yes  
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Other Able to work the occasional 
weekend or additional evening  

Yes  

 Have daily access to car and be 
able to drive  

 Yes 

 

 
The Organisation is committed to safeguarding and promoting the welfare of vulnerable 
adults and children and expects staff and volunteers to share this commitment  


