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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE

	Job Title:

	Independence at Home Duty Officer

	Reports to:

	Operations Manager

	Department:
	Home Care/Independence at Home

	Section:

	Adult Social Care & Housing

	Date written:
	November 2010


Purpose of the Job
· To provide a high quality, comprehensive duty service for first point of contact for Independence at Home service users, support workers and other professionals.   
· To agree and facilitate referrals for packages of care when working out of hours
Principal Accountabilities

General Accountabilities

· To supervise and induct care crew staff
· To receive and resolve, wherever possible, customer contacts/enquiries to the central duty office
· To accept and facilitate emergency referrals out of hours
· To follow duty procedures and refer enquiries, where appropriate, to Senior Care Officers (Care Support Managers – CSM’s) and Operations Managers for decisions and resolution (e.g. missing persons, Safeguarding referrals and medication enquiries)

· To address any incidents reported at the initial stage where appropriate and/or refer to line manager

· To follow the missing persons procedure

· To resolve basic medication queries

· To undertake general planning of outstanding calls to service users and inform them and their Support Workers of any changes

· To liaise with Support Workers in line with the Lone Working Policy and update appropriate paperwork and systems
· To undertake general administrative duties and prepare reports and statistics

· To agree the covering of additional shifts with Operations Managers and secure bookings with relief and agency staff

· To deal with informal complaints by resolving situations (e.g. late calls) and liaising with service users.  To refer formal complaints to Senior Care Officers (CSM’s) and Operations Managers

· To report staff absences under the absence management procedure

General

· To liaise with family members regarding packages of care as appropriate
· To administer and record requests for emergency annual leave from Support Workers out of hours
· To attend meetings and participate in training and development activities
· To be prepared to implement the Council’s Equalities Policy at a level appropriate to the job and carry out all duties with due regard to this policy
· To be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety of such employees and areas of work as fall under your direct control and for complying with legislation relating to such works and contracts as are within your direct responsibility
· To work flexibly to cover the duty point and be prepared to change shifts to cover for annual leave and sickness
· To work a minimum of one weekend in three and a mixture of early and late shifts
· To be prepared to work from alternate bases across the city as required
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.
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PERSON SPECIFICATION

	Job Title:

	Independence at Home Duty Officer

	Reports to:

	Operations Manager

	Department:
	Adult Social Care and Housing

	Section:

	Independence at Home

	Date written:
	November 2010  


	CRITERIA

	ESSENTIAL CRITERIA

	Job Related Education and Qualifications and Knowledge
	· A relevant qualification in Social Care or Care Management: e.g. a minimum if Care NVQ Level 3 or equivalent relevant experience. 

· Knowledge of the Care Quality Commission registration requirements.

· Knowledge of the Personalisation Agenda in Adult Social Care

· Knowledge of medication policies & procedures

· The willingness to train as a Safer People Handling Assessor

· The willingness to undertake Enhanced Assessor Training and undertake all other mandatory training.



	Experience
	· Experience and understanding of working with vulnerable service users with a variety of needs.

· Experience of preparing procedures such as support plans and risk assessments, implementing case file documentation


	Skills/Abilities


	· Ability to supervise staff 
· Excellent customer service skills
· Ability to recognise performance management issues and refer capability and disciplinary issues to appropriate managers

· Ability to participate in the induction of new staff

· Ability to support the needs of vulnerable adults

· Ability to communicate effectively  both verbally and in writing with professionals, organisations and individuals in order to support service users to achieve their outcomes

· Ability to support and motivate staff on a daily basis to ensure smooth running of the service.

· Good IT skills and the ability to use databases

· Excellent organisational skills in order to manage a busy work load with changing priorities

· Ability to be actively involved in continuous service improvement

· Ability to delegate tasks to staff
· Ability to provide hands-on care at times of extreme demand on the service

· Ability to act appropriately in an emergency situation which could include direct work with service users and staff


	Equalities 
	To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy.

	Other Requirements
	Flexible and resourceful approach to work situations.

Positive approach and attitude towards change management and development of future services 
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