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Job Description

                                       

	JOB TITLE
	Independent Living Adviser

	DEPARTMENT
	Health and Social Care 

	LOCATION
	Home based - Brighton

	SALARY
	£20,000 to £22,000 pa annum (full-time role)

	REPORTING TO
	Team Leader or Business Manager


	MAIN PURPOSE OF THE ROLE

	To provide support to line manager/Team Leader and work within a team to fulfil PeoplePlus contractual requirements with (local authority). To provide a range of advice and guidance to people in receipt of social care and/or health funding including direct payments and personal health budgets. To enable these people to develop skills to manage their own social care and/or health funding and live independently in the community. To demonstrate the trademarks and behaviours of PeoplePlus and striving to embed this culture day to day in our workplace.

	KEY RESPONSIBILITIES

	· Providing a person-centred service that enables individuals to focus on the outcomes they wish to achieve; supporting with establishing a care and/or support plan that helps the person we support meet these outcomes in a cost-effective and safe manner

· Managing a caseload within a geographic area, including visits to people we support’s homes, local authority offices and other community locations
· Assisting people we support to manage their obligations and responsibilities in relation to their chosen care package

· Obtaining and collating information for caseload management and reports on a daily basis, utilising chosen PeoplePlus and/or designated databases
· Maintaining accurate records of all communication with people we support utilising chosen PeoplePlus and/or designated databases

· Ensuring all information given is clear and concise and in a format that meets the individual communication needs of the person you are supporting. 

· Ensuring all information is factually correct and in accordance with PeoplePlus guidelines and current legislation

· Organising and attending meetings and/or reviews with people we support, colleagues and other professionals as required

· Support line managers to ensure local authority and PeoplePlus targets are met, delivery compliance achieved, complaints responded to in accordance with PeoplePlus complaints policy and minimising risk to people we support, professionals and PeoplePlus
· Promoting our contracted and/or chargeable services and providing customers and Health & Social Care professionals with full details of these services including the benefits of use and how they can be accessed
· Undergoing training and development opportunities to aid business and organisational development, including identifying own development opportunities

· Adhering to PeoplePlus policies and procedures, health and safety legislation and GDPR requirements 

· Undertaking any other duties as required which fall within the scope and responsibility of the post

	RELATIONSHIPS

	· To be a target driven individual with excellent interpersonal skills to develop and manage meaningful business relationships with individuals from a range of diverse backgrounds.

· Experience in establishing strong area networks with professionals, key stakeholders, third sector services and local community groups. 

· Ability to communicate parameters of the PeoplePlus service delivery offer (and added value) to professionals, community partners, families, carers, personal assistants and people we support. 

	KEY PERFORMANCE MEASURES

	Support the achievement of Contract/Framework Deliverables and Business Growth in your allocated region

· Only delivering support within paid for services parameters and ensuring support provided is clearly identified on Eclipse database
· Promoting additional PeoplePlus services which will be beneficial to the person we support (e.g. payroll, managed account, support brokerage)

· Identify/nurture/ escalate new business opportunities through relationships with social work teams, health professionals and community organisations and line management
Support and/or Generate efficiency savings

· Support sensible use of expenditure in ILS through careful visit planning, maximising journey time, thoughtful use of PeoplePlus resources
· Efficient Case load planning, focusing on enabling practice and ensuring all communication is recorded on Eclipse database
· Minimise the necessity for repeat visits, manage dependent clients effectively and manage no shows

Support the achievement of the marketing/engagement plan for growth in current market place

Plan and identify monthly contacts and result of contact.

Target: 1 Event/Opportunity identified/Supported per month:

· SW Teams

· Operational Commissioners

· Key Stakeholders

· Partnership Opportunities

· Networking Events

Deliver to individual and support team KPI targets.

Contract specific – to be attached to job description or see service specification. Includes but not limited to responding to referrals within agreed timescales, timescales for initial visit, number of active cases being supported, etc.
Maintain 100% CRM/record keeping compliance to maintain quality standards, performance and reporting requirements

Update Eclipse database on daily basis with information about communication between yourself and person we support (and anyone in their circle of support, including but not limited to family, carers, personal assistants, community partners, professionals)

Correct and efficient use of workstream allocation on Eclipse

Correct and efficient use of all other PeoplePlus and external software systems as advised by line management

Run weekly/monthly reports to revise/amend data as advised by line management
100% Compliance of mandatory training

As advised by line management, utilising (E-system) and, where available, local authority safeguarding training.


	RESOURCES REQUIRED 

	Desktop/laptop
Company e-mail

Access to Microsoft teams, PeoplePlus and external software (e.g. Eclipse)

	SCALE

	Financial Accountability
	Employees responsible for

	Understanding of financial concepts and documentation, including budgets, balance sheets and Profit & Loss accounts.
	NONE

	RISK MANAGEMENT

	· Clear knowledge and understanding of ‘Safeguarding’ vulnerable adults and children. 

· Lone working

· Understanding of current employment and wider Health and Social Care legislation/Initiatives and impacts i.e. Care Act 2014, Social Services and Wellbeing (Wales) Act 2014, Think Local: Act Personal (TLAP), Local Authority Policy Change, Personal Health Budgets
· Contract/Framework compliancy and risk assessments
· Operational and Client (Employer) Health and Safety Responsibilities


	PERSON SPECIFICATION

	Requirement:
	Essential
	Desirable

	Education, training and qualifications
	· Good standard of education or equivalent relevant experience and/or training

· Comprehensive understanding of Microsoft office packages
	· Level 3 qualification in Advice and Guidance
· Recognised qualification in using Microsoft office packages

	Skills, knowledge and abilities
	· Understanding of the impact of key Health and Social Care Legislation/Initiatives i.e. Community Care (Direct Payments) Act 1996, Care Act 2014, Children and Families Act 

· Ability to communicate clearly both verbally and in writing, adapting the style to suit the audience

· Ability to manage diary and workload effectively

· Ability to work flexible hours if required
· Ability to travel within the (local authority) area to provide information and guidance as requested by people we support

· Understanding of safeguarding for adults and children

· Commitment to and understanding of equal opportunities and diversity within society
	· An understanding of financial management and/or care budgeting
· Ability to work on own initiative and resolve problems with minimum support

· Health and social care sales skills – ability to market PeoplePlus services in a persuasive manner

	Experience
	· Previous experience of working with people with disabilities

· Minimum 2 years working in a Health and Social Care environment

· Performance, compliance and exception reporting

· Working in a multi-agency environment

· Minimum 2 years case load management
	· Experience of report writing and representation at meetings
· Experience of delivering workshops and/or public speaking

· Marketing services to wide range of stakeholders

	Personal attributes
	· Organisational 

· Confident Communicator

· Interpersonal & Passionate

· Self-Motivated

· Analytical & Problem Solving

· Ability to work well under pressure
· Show commitment to helping others in enabling way

· Adapt positively to change
	· Desire to excel in role, achieving excellence in all aspects of job

	Additional requirements
	A willingness to support colleagues and carry out alternative tasks and requests not specifically identified within the job remit
Must have own vehicle
	



