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	Job title: Prevention Officer 
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	Department: Adult Social Care 
Service: Nottingham Health and Care Point 
Grade: F
Post reference number: 25340

	

	1. Job purpose
To provide face to face support that focuses on prevention and promoting independence, supporting people through crisis and to assist in the management of risk.  Workers will ensure structures are in place for the citizen that include tenancy and budgeting support and support to access their community.  


	

	2. Principal duties and responsibilities

	1. To create and implement support plans that demonstrate flexibility and innovative use of resources. 
2. To undertake a proportionate assessment of need and case management responsibilities with citizens in line with assessed/identified need and outcomes.
3. To ensure the deliver of appropriate services to safeguard vulnerable adults and their families, according to their assessed needs.
4. To take responsibility for own time management, prioritising work and working flexibly to meet deadlines. This includes participating in duty rotas and having the ability to proactively manage conflicting demands and priorities.
5. To provide support to citizens with a range of needs and to have an understanding and knowledge of the variety of relevant services that can best meet citizens needs. 
6. To work proactively to build and maintain good relationships with other professionals, as well as colleagues. This will include supporting other team members by providing advice, support and mentoring. 
7. To demonstrate a positive and inclusive approach to citizens, recognising their diverse needs and the barriers they may face. 
8. To proactively manage a caseload of varied complexity and to undertake relevant risk assessments to ensure citizens needs are met in a safe and timely manner.
9. To have a working knowledge and to support citizens with the management of their finances, tenancy support and accessing services in the community that will promote their independence. They will assist citizens in developing skills to maintain independence in their home and prevent, reduce and delay their need for formal support.
10. To maintain and produce professional case records and reports which are structured, clear, accurate and in accordance with the departments case recording policy.
11. To attend team, staff and multi-disciplinary meetings as required and to participate in case discussions and team activities and individual supervision with the supervisor as required by the departments supervision policy.
12. Assess citizens equipment needs and provide small pieces of equipment to support their independence and review their impact. 

13. To ensure that records and users information are accurate, up to date, secure and maintained, using information technology in accordance with agreed data entry systems and the Data Protection Act. To have regard at all times for the confidential nature of the work and not to disclose information to unauthorised parties.



	

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way. All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder:

	None 

	

	7. Post holder’s immediate supervisor: Senior Community Care Officer 

	

	Prepared by/author: Richard Groves

Date: 01/09/22

	Job title: Head of Access and Prevention 


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: Prevention Officer 



	Department: Adult Social Care 
Service: Nottingham Health and Care Point 
Grade: 

Post reference number: 

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Qualifications, Knowledge and Experience

Work to promote mutual respect and good relations
	Level 2 English and Maths or willingness to work towards.
	(

	(

	(

	(

	(


	
	Experience of working with vulnerable people and the public, voluntary or independent sector.
	
	(

	(

	(

	

	
	To have experience of creating and implementing individually tailored support plans that demonstrate flexibility and innovative use of resources.
	
	(

	
	(

	

	
	Experience of working with adults experiencing a range of difficulties relating to learning disability, mental health, substance misuse and physical health problems.
	
	(
	(

	(
	

	
	Ability to use an electronic database to record performance and citizen related data.
	
	(

	
	(

	

	
	Ability to assess needs of vulnerable adults within a strength-based approach and to identify and mitigate risk.
	
	(

	(

	(

	

	
	To manage and prioritise a caseload autonomously and to be confident in decision making.
	
	(

	(

	(

	

	
	Knowledge of relevant legislation, policies and guidance.
	
	(

	(

	(

	

	
	Excellent organisational skills including prioritisation of own caseload as a ‘lone worker’.
	
	(

	
	(

	

	
	Ability to remain calm under pressure and to manage conflict and challenging situations whilst working with constant interruptions requiring skills in multitasking whilst maintaining accuracy.
	
	(

	
	(

	

	
	Ability to assess risk and manage complex situations which may involve safeguarding and risk management. 
	
	(

	
	(

	

	
	Demonstrate an understanding of Nottingham City Council’s Equality, Diversity and Inclusion Strategy and to the ability to challenge discriminatory practice. 
	
	(

	(

	(

	

	
	Honesty and Integrity.
	
	(

	(

	(

	

	Communication and 

Team Work
	To be diplomatic and approachable with the ability to develop positive relationships and have an awareness of the barriers that may affect communication.
	
	(

	(

	(

	

	
	Excellent communication skills over the phone and in person, with the ability to deal with potentially aggressive, emotional and challenging behaviours.
	
	(

	
	(

	

	
	To establish effective working relationships with colleagues within the team and from other agencies.
	
	(

	
	(

	

	
	Ability to maintain clear and accurate records and to provide effective evidence regarding decision making.
	
	(

	(

	(

	

	
	Willingness to comply with the City Council’s non-smoking policy.
	
	(

	
	(

	

	Work Related Circumstances


	Willingness to work flexibly, including unsocial hours but main work carried out in daytime hours.
	
	(

	
	(

	

	
	Ability to travel to citizen’s homes and meetings around the city on a regular basis.
	
	(

	
	(

	

	
	Enhanced DBS disclosure certificate.
	
	(

	
	(

	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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