MIDLOTHIAN COUNCIL

Job SUMMARY

Section 1

	JOB TITLE:     
Community Care Officer           
	POST NO: S2231

	SECTION/UNIT:      Community Care Service/Corporate Solutions/Corporate Resources

	JOB FAMILY:           Grade 5 - Care C4(A)

	DIVISION:        
Social Work           

	REPORTING TO:    Service Manager  

	REPONSIBLE FOR: No direct line management responsibility for staff.  



	2. JOB PURPOSE: 

· As one of a team, monitor the financial and contractual aspects of care plans, advise clients, service providers and social work employees on funding options, and ensure that agreed procedures, practice and legal frameworks are followed.

· Work across multi-agency boundaries and support and communicate effectively with care managers, public, customers, clients and agency staff in the internal and external environment.

· Set up packages of care appropriately and within the principles of best value.
· Contribute to the improvement of processes relating to the purchase of services, workflow, systems, administration procedures and by reviewing/ updating associated paperwork and guidance.
· Provide financial administration and advice for the Direct Payments Scheme to colleagues, clients, public, managers, practitioners, agencies, organisations, other councils and hold responsibility for the ongoing monitoring of all Direct Payments and Independent Living Fund cases known to SWD.


	MAIN DUTIES: 

Following on from Practitioner assessments; collate information for funding requests and broker care packages appropriately and ensure best value.

Ensure an effective and stable service is provided via direct payments and via Independent Living Funds, make and implement decisions, administer, monitor and request payments, give advice and information to recipients, deal with financial activities and advise on contact with external payroll and support agencies. This includes participating in Independent Living Fund Reviews and DP meetings to provide a financial perspective to assessors, clients etc including the use of monitoring procedures to identify significant issues and any under/over payments. Straightforward cases are not routinely reported to the line manager only ones where there are anomalies. 
Complete the associated paperwork in relation to financial procedures and contracts either as a support to assessors/ care managers or as a distinct allocated piece of work.  This includes home visits to clients for financial assessment and income verification. Establish and review information retained for audit purposes.   
Work within current guidelines and legislation to investigate and gather information in relation to unusual or difficult issues, including financial abuse, debts, financial anomalies, in order that senior managers may respond personally or approve CCO response.    

Facilitate clients access to funds for care packages (including Day Care, Care at Home, Supporting People, Direct payments, Independent Living Fund, Home Improvement Grants and other relevant purchasing options) by working closely with the Community Care Management Team, and by maintaining regular contact with individual funding agencies.  Using a sound knowledge of funding criteria and procedures, and an understanding of how these interact with other sources of funding, provide advice on best value solutions.

In response to appropriate requests from a variety of sources, e.g. line manager, senior managers, Performance/Research & Information, accountants (CC & CF), colleagues, practitioners, other relevant parties provide financial information and statistics to support a range of issues, and use all available resources to report on a range of performance related issues. This includes collating and providing quarterly Direct Payment returns for accountant and performance reports.

In the process of doing the job CCO’s try to avoid waste and duplication of effort through streamlining systems, reviewing and updating forms and procedures including Framework work flow. Any new ideas for changes to systems or procedures are agreed within the team then discussed with the Line Manager prior to implementation 
Provide advice and guidance on financial/funding matters to other team members and to agency staff designated assessors/ care managers, and as part of the E-Assess (Single Shared Assessment) programme.

In conjunction with Social Work staff, and specifically Planning/Contracts staff, monitor contractual arrangements with service providers, check quality standards and compliance with agreed process/procedures, reporting anomalies to the Service Manager (Access).

Establish and develop strong links with providers across sectors. 

Implement charging policies and co-ordinate and process client financial information based on income maximisation.   Verification of client financial information. 

Recommend adjustments to contractual/ purchasing arrangements as part of obtaining Best Value in the use of available financial resources
Any other appropriate designated duties.


	

	KNOWLEDGE:

The minimum level of education is HNC in Business Administration or Finance although Jobholders must be able to demonstrate and ability to research, analyse and draw conclusions.  Previous experience of working directly with people with a mixed level of abilities and the ability to elicit and explain information is also essential. 

Jobholders must have a sound knowledge of funding sources and the various criteria applied by the social work division and funding organisations.  
A working knowledge of a wide range of relevant legal and financial frameworks is required, e.g.

· DWP allowances and benefits in connection with the completion of financial forms and income maximisation is essential and Verification Training will be a requirement.
· The Community Care (Direct Payments)(Scotland) Act is essential.

· The Independent Living Fund and the impact of interagency funding levels is essential for calculations and in order to give advice.
· The National Assistance Act is required to advise on financial assessments and contributions and for complex financial queries, e.g. property and disposal of assets.
· The Community Care & Health (Scotland) Act is required to advise on criteria for personal/nursing care and charging issues.
· The jobholder must keep abreast of legislative and statutory changes to all the above.
In order to be competent in the role the Jobholder requires knowledge of a wide range of roles and organisational activities in addition to procedural knowledge of their own role and understanding of the work of others, ranging across admin, finance, funding sources and service provision.  

The administrative and reporting aspects of the work requires an understanding of office procedures and organisation, particularly within Social Work and it is essential that jobholders have good IT skills, particularly the establishment of spread sheets and development of reports.  The jobholder must be able to demonstrate an understanding and appreciation of client need and an awareness of the context in which Community Care operates.




