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Information for Applicants 
Job title: Independent Living Co-ordinator 

 
Department: Advocacy Department 
Reporting to: Advocacy Director 
Hours: 37.5hrs  
Contract: Full-time (Permanent) 
Salary: £23,541.  
Holiday Entitlement: 34 days (FTE) Annual Holiday entitlement 
including bank holidays, rising to 37 days (FTE) with length of 
service increments. 
Location: Carlisle, Head Office 
Benefits:  6% Pension Employer Contribution, Values-Based 
organisation.  
 
 

Driving 
• A current driving licence and access to own transport is required for this role.  

• This post requires you to have the appropriate ‘business use’ insurance in place as 
occasional business use of your car is required to carry out tasks, such as (but not limited 
to) the following:  
o travel to customer or business meetings  
o running business errands during the day  
o travel between different People First business sites  
o transporting colleagues/volunteers/members/customers or business contacts, for 

example, to business meetings, AGM, or self advocacy groups  
o making deliveries or collections  
o carrying extra equipment  

 
 
Who we are  
People First is an independent customer-led charitable organisation that has worked in Cumbria 
for almost 30 years. We are passionate about our values of equality, respect, and inclusion. We 
provide a wide range of support and information services across Cumbria, Lancashire, and 
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Teesside, all aimed at helping people to live informed, respected, healthy and fulfilled lives. Our 
Head office is based in Carlisle, supported by offices in Barrow and Lancashire.  

 
The Department  
The Department People First’s Advocacy Department offers a range of projects all about 
supporting people to lead independent, more informed lives in the way they choose. The 
Direct Payment Support Service team  supports people and their carers who have chosen to 
receive a direct payment or personal health budget to arrange their own care and support. 
The Direct Payments team Support Service supports adults and children with direct payments 
and personal health budgets and offers support and training for those who work for them as 
personal assistants (PAs) or carers. 
 
In this role you would be supporting disabled adults and children to manage their own care and 
support. You’ll be helping individuals to design care and support packages that meet their needs 
and aspirations, and which enable their independence.  

 
The Person  
We are looking for an individual who would support our clients who live in Carlisle, the north of 
Eden and part of Allerdale, and who use Direct Payments and Personal Health Budgets to fund 
their care and support. You would help people who are interested in taking up a Direct Payment, 
or Personal Health Budget, supporting them to develop and cost their care packages, assist with 
Personal Assistant (PA) recruitment and provide guidance to individuals on how to manage their 
employees. You would also support our clients by signposting them to other services and sources 
of support that can improve their lives and increase their independence. A key responsibility will 
be to ensure that PA’s have access to the training they need in order to perform their roles. This 
will involve arranging training sessions for PAs, booking them on to the courses and monitoring 
their attendance.  

You will be working very closely with other members of our team of Independent Living Co-
ordinators who are based in different parts of Cumbria. You will also be required to work with our 
Payroll and Managed Account services team. 

You will work with social care and health care employees, who refer the majority of Direct 
Payments users, and with other voluntary organisations. You will need to establish referral 
protocols with these colleagues and organisations and ensure that the protocols work effectively. 
You will also need to promote the service to other agencies and to potential clients.  

You will need to be confident when meeting and talking to new people (either in person or over 
the phone) and be able to relate to them in a pleasant and understanding way. 

This post is subject to satisfactory enhanced DBS clearance.  

Key tasks 

• Work closely with disabled adults and children (and their families) who are interested in 
taking up a Direct Payment or a Personal Health Budget. You will make sure that 
individuals have the right information and support, so that they can make an informed 
choice; 
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• Set up packages of care and support, making sure that all the necessary paperwork is 
completed and submitted, especially helping cost the care package; 

• Support clients to recruit employees (Personal Assistants - PAs) and to manage them 
effectively, including carrying out DBS checks, and help with writing contracts of 
employment; 

• Provide ongoing support to clients who are accessing Direct Payments or Personal Health 
Budgets;   

• Liaise closely with colleagues in health, social care and the voluntary sector; 
•  Ensure that PA’s have access to the training they need to perform their roles and that they 

take up this training; 
• Promote Direct Payments, Personal Health budgets and DaCE Cumbria’s services to 

statutory agencies and to potential clients;  
• Carry out all necessary administrative tasks, including maintaining accurate and coherent 

client files while adhering to rules of client confidentiality and data protection. 

 
Qualifications  

• Good all round level of education  
 
Skills, Knowledge, and Experience  

• Experience of working in either health or social care 

• Experience of working with disabled adults or children (this can be in a paid or 
unpaid role, or in a personal capacity) 

• Competent public speaker who can give presentations/speak at meetings and 
conferences 

• Internet savvy: we use various web platforms, e.g. Indeed and Find a Job to 
advertise jobs for Pas 

• Able to work with people from a wide range of backgrounds – from health and 
social care staff to adults and children with disabilities and their families 

• Able to work on own initiative & to self-motivate 

• Willing to work as part of a team and to support the work of the wider organisation 

• Willing to undertake personal and professional development   
• Pleasant and sociable personality 

• Excellent communication skills and ability to work well with others  
• Commitment to equality and diversity with capacity to work with a diverse range of 

people  
• IT literate  

• Excellent organisational skills with the ability to manage a complex workload and to 
prioritise effectively  

• Able to facilitate, collaborate, enable, and set the scene for empowerment  

• Enthusiasm and energy – a ‘can do’ attitude  
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Other Duties  
The duties outlined above are not intended to be exhaustive and may change as the needs of 
the organisation alter in line with current agendas. Due to the developing nature of our 
organisation, we require staff to remain highly flexible in their approach, and work to meet the 
changing needs of the projects. 
 
The Appointment  
Applications should include:  

• completed application forms A & B  

• the supporting information should be no longer than 2 sides of A4  

People First is an equal opportunities employer and is committed to safeguarding and promoting 
the welfare of children, young people and vulnerable adults and expects all staff and volunteers to 
share this commitment. Applicants must be willing to undergo a DBS check and any other 
safeguarding checks as appropriate to the post. The appointment will be subject to the 
satisfactory outcome of these checks.  

One referee should be the applicant’s current or most recent employer. Please note that 
references will not be accepted from relatives or from people writing solely in the capacity of 
friends. References will be sought on the successful candidate following the interview process 
however; we may approach previous employers for information to verify particular experience or 
qualifications, prior to interview. The appointment will be subject to the receipt of satisfactory 
references.  

All candidates invited to interview must bring documents confirming any educational and 
professional qualifications referred to in their application form. Where originals or certified copies 
are not available for the successful candidate, written confirmation of the relevant qualifications 
must be obtained from the awarding body. Where the successful candidate has worked or been 
resident overseas in the past five years, we will carry out such checks and confirmations as may be 
required in accordance with statutory guidelines.  

All candidates invited to interview must also bring with them:  

• A current passport (if you do not hold a current passport, or you do not hold a British passport, 
then further evidence will be required as proof of the right to work in the UK)  

• Driving Licence – photocard  

• Official documentation evidencing your current address (e.g. utility bill, bank statement)  

• Where appropriate, any documentation evidencing a change of name (e.g. marriage certificate) 

• COVID – Due to the nature of our work PF requires all staff to have had a double covid vaccine. 
Please bring with you proof of vaccination.  

 

All applications should be clearly marked:  

Confidential – Independent Living Coordinator 
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And emailed to recruitment@wearepeoplefirst.co.uk for the attention of Mr Barry Munro-Berry  

To arrive no later than 9.00am, Friday 10th June 2022  

 


