JOB DESCRIPTION

POST TITLE:
Service User and Carer Involvement 


Co-ordinator
RESPONSIBLE TO:
Associate Dean (Learning, Teaching & Student        Experience)
LOCATION:
School of Health & Social Care

JOB PURPOSE:
To further develop, coordinate and administer Service User and Carer involvement and participation in Health & Social Care programmes 
DUTIES AND RESPONSIBILITIES
1. Further develop and maintain a strategic approach to service user and carer involvement in conjunction with the Associate Dean (Learning, Teaching & Student Experience) to enhance  involvement in the design and delivery of programmes in the School of Health & Social Care.
2. Provide a single point of contact for staff and service users and carers.

3. Provide advice and support to academic staff in order to share and promote good practice in service user and carer involvement in programme development, recruitment and selection of students, teaching, assessment and research. 

4. Provide direct support to services users and carers in their work with the School ensuring that they are involved in a meaningful way and prepared appropriately for each activity.

5. Ensure that service user and carer involvement activities are evaluated and provide feedback to service users and carers and staff.

6. Co-ordinate the administration required to support involvement including the payment of expenses  and maintaining the database of service users and carers. 

7. Build and sustain networks with relevant public sector and voluntary organisations and develop contacts in the community to support recruitment of service user and carers.
8. Build and sustain national networks with HEIs and relevant organisations in the sector that promote service user and carer involvement.
9. Produce regular reports from the database to evidence the scope of service user and carer involvement and range of activites. 
10. Coordinate content for the School web site in relation to service user and carer engagement. 
11. Adhere to the University’s Health and Safety Policy and guidelines.

12. Promote Equality and Diversity for staff and students and service users and carers.

13. Any other reasonable duties that may be allocated from time to time commensurate with the grading of the post.

