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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION 
	Job Title:

	Shared Lives Officer

	Reports to:

	Shared Lives Manager

	Department:
	Adult Provider Unit

	Section:

	Shared Lives Team


Purpose of the Job

To support the delivery of a Shared Lives service for the Adult Provider Unit by recruiting and assessing carers, matching service users to carer placements, monitoring and reviewing carer placements to an agreed framework and maintaining an overview of the support needs of service users in those placements. 
Principal Accountabilities

(Please list the key areas of contribution of the job.  These would normally be 6-10 statements, listed in order of importance and approximate percentage of time spent on each.)
1. To actively recruit carers to the scheme through a range of promotional activity. 
2. To carry out comprehensive assessments of potential carers, including statutory checks, taking up references and assessing suitability in order to make recommendations for carer approval to the Shared Lives Panel.

3. To provide information to carers and potential carers of their roles and responsibilities within the CQC registered service.

4. To ensure that newly approved carers undertake the planned essential training for their role and monitor carers on an ongoing basis to ensure that training is kept up to date. 

5. To provide a matching service for clients referred to the service by social work teams including ensuring that the information available to both the potential carer and the service user enables both to make an informed choice as to whether to proceed with the placement.

6. To support carers in their caring role, with professional, practical and emotional support, enabling them to address issues or, where necessary, referring on

7. To carry out quarterly review meetings to confirm that carers are fully compliant with CQC requirements and the policies of the scheme including
· Promoting and supporting independence
· Training

· Risk Assessments

· Health & Safety 

· Restrictive practices

· Personal finances and management practices
· Support Plans and medication guidance
8. To carry out an annual carer reviews
9. Where necessary, to provide training to carers, on issues relating to their duties, particularly around medication competency assessments
10.  To meet independently with each service user of the scheme on at least an annual basis.

11. To participate in multi-disciplinary meetings and reviews of service co-ordinated by other professionals
12. To liaise with children and younger person services and other providers to support transition to adult services

13. To, where necessary, provide cover for issues arising during the absence of other Shared Lives Officers
14. To facilitate regular Shared Lives carer meetings and to co-ordinate an annual feedback mechanism for carers and service users
15. To work as part of the team and be involved in the development of the service.
16. To ensure that all work is recorded using the agreed systems
17. To embrace the Council’s Equalities Policy and behaviour framework.
18. To adhere to the Council’s and Department’s Health and Safety Policy.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Shared  Lives Officer

	Reports to:

	Assistant Operations Manager

	Department:
	Adult Provider Unit

	Section:

	Shared Lives


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· NVQ 3 or equivalent qualification in a related area
· A sound understanding of the support needs of carers 

· A sound understanding of the accommodation needs of vulnerable people




	Experience
	· Substantial experience  of working with vulnerable adults

· Experience of assessing the needs of people within person focused services

· Experience of working within an inspected or regulated service

· Experience of managing staff and /or of managing contract delivery

· Experience of dealing with sensitive and/or difficult issues

· Experience of supporting the learning needs of others

· Experience of delivering training

· Significant experience of working on equal terms with a range of professionals 

	Skills and Abilities
	· Excellent communication skills

· Strong organisational skills

· Ability to manage a workload, prioritise  and meet deadlines 

· Ability to support 

· To be able to work creatively with  carers and  service users and identify and support the implementation of support plans



	Equalities
	· Commitment to equal opportunities.


