Job description

	Job title: Short Breaks Personalisation Officer
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	Department: Peoples Adult Social Care
Service: Childrens Short Breaks, Whole Life Disability (WLD)
Grade: F
Post reference number: TBC

	

	1. Job purpose
To work flexibly across the Short Breaks and Personalisation Service to facilitate access to Short Breaks Services for disabled children and young people in line with pathway 1-2 to provision. 
The role will entail the evaluation of applications, establishing a personal budget,  identification of appropriate short breaks support, the development of person centred support plans and contributing to the reviewing process to ensure services continue to meet identified need and outcomes.

	

	2. Principal duties and responsibilities

	Specific:

1 Supporting Parents Carers, Disabled Children and Young people to access to Short Breaks Services to enable a break from care and positive activities.

2 To work directly with families in a flexible and creative way to produce Short Breaks Person Centred Care and Support Plans to meet the individual child, young person’s needs with an emphasis on identified outcomes
3 To cover the team duty telephone line during office hours on a rota basis, receiving enquiries, supplying current information on short breaks and community activities for disabled children.

4 Managing and processing electronic applications and de-scalations for Pathway 1 and 2 levels of short breaks provision in a timely way, ensuring effective throughput of work. 

5 Assisting disabled children, young people, and their families to make use of informal or community resources and where appropriate, the input of family and friends to support social and or health care outcomes
6 To work directly with families in a creative and flexible way to empower them to identify the most appropriate provision for their child, young person from a range of providers / provision working closely with the personalisation hub when a request for Direct payments is made.
7 To undertake an annual review/reapplication that ensures the services that are in place are meeting the child’s identified outcomes within agreed timescales, and if not, work with all relevant parties to review and update the provision. Ensuring escalations to the Whole Life Disability Teams for assessment as and when required
8 To work directly with families supporting them to identify the most appropriate lead professional to act as a single point of contact for the family.

9 Assisting disabled children, young people, and their families to make use of informal or community resources and where appropriate, the input of family and friends to support social and or health care outcomes

Generic:

10 To build positive working relationships with the maintained, private and voluntary sector providers and statutory organisations to increase the range and content of services available

11 To assist with the collection of data to produce statistical reports for Disabled Children’s Shorts Breaks Services.

12 To make presentations about the service and attend events, represent Short Breaks at multi agency meetings as necessary 

13 To provide written and verbal reports as and when required and feed into individual children, young people’s Education, Health and Care Plans.

14 To be able to work as part of a diverse, flexible team, especially to support short breaks staff in handling enquiries

15 To be prepared to undertake any training to enhance skills required, relevant to role

16 To develop systems which promote service user participation, review and continually monitor the level of service user satisfaction

17 To undertake any other duties which may reasonably be regarded as within the nature of duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated in the job description in specific terms

18 Highlight to the management team any areas of risk that will impact on the child/family Responding appropriately regarding safeguarding concerns and escalating these to the Short Breaks Social Workers.
19 To ensure that all identified service processes are followed and identify any areas of improvement

20 Ensure that the service operates in relation to all relevant city council policies and procedures



	

	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: Team Manager, Short Breaks 

	

	Prepared by/author: Marie Halford

Date: Sept 2023 

	Job title: Service Manager


	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: 



	Department: Children and Adults 
Service: Short Breaks, Inclusion and Disability
Grade: TBC
Post reference number: TBC

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Experience, knowledge and Skills
Ability 


	Level 3 equivalent qualification in childcare or health and social care, or other relevant field
	
	(

	
	
	

	
	A good understanding and working knowledge of the short breaks services.
	
	
	
	(

	

	
	Good communication styles and people skills with the ability to keep the wider team informed and up to date in relation to individual children and young people
	
	
	
	(

	

	
	Knowledge and understanding of current Short Breaks /Personalisation and child care legislation, including Direct Payments, especially in relation to care for disabled children
	
	(

	
	(

	

	
	A good working knowledge of Safeguarding and policies and procedures within NCC and NCSB
	
	
	
	(

	

	
	Strong literacy and analytical skills
	
	(
	(
	
	

	
	Experience maintaining electronic case file and administrative systems
	
	(
	
	
	

	
	Ability to handle telephone enquiries efficiently and effectively, with a pleasant manner, even when under pressure
	
	(

	
	
	

	
	A high level of personal drive and commitment to excellent customer care and the ability to set an example for other staff
	
	(

	
	
	

	
	Strong interpersonal skills to gain the agreement and acceptance of others including colleagues, senior managers and customers
	
	(

	
	(

	

	
	Ability to make decisions and solve problems to meet operational targets, involving devising solutions and prioritising the resources available
	
	(

	(

	
	

	
	Ability to meet agreed objective and delivery targets by the effective use of resources
	
	
	
	(

	

	
	
	
	
	
	
	

	Diversity and Safeguarding
	Experience of supporting disabled children and/or their families alongside a multi agency team.
	
	(

	
	(

	

	
	Knowledge of issues pertaining to disabled children and their families
	
	
	
	(

	

	
	Ability to work with groups or on a one to one basis
	
	
	
	(

	

	
	Good oral and written communication skills
	
	
	
	(
	

	
	Understanding of customer care and equalities issues and their application in a children and family setting
	
	(

	(

	
	

	
	Database experience and skills
	
	(
	
	
	

	
	Experience of managing and prioritising own workload, working independently and recognising when support from your line manager is required 
	
	(

	
	(

	

	Work to promote mutual respect and good relations
	Sensitivity to a diverse range of service users and evidence of responding to their different needs
	
	(
	
	(
	

	
	Experience of handling conflict and managing sensitive issues to achieve positive outcomes
	
	(
	
	(
	

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

	
	
	

	
	Possession of a full driving licence, access to a vehicle and the willingness to travel both inside and outside of the council area as required
	
	(

	
	
	

	Other
	Honesty and integrity
	
	(

	
	
	

	
	Commitment to work across structural boundaries where necessary to produce good outcomes for children
	
	(
	
	(
	

	

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

	

	Prepared by/author: Marie Halford

Date: January 2016

	Job title: Service Manager


