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ADULT AND COMMUNITY BASED SERVICES DEPARTMENT
JOB DESCRIPTION
JOB TITLE:


SOCIAL CARE OFFICER. 
DIVISION


OPERATIONS

GRADE


BAND 7-9
RESPONSIBLE TO:
TEAM MANAGER
POST REF NO: 

SR-101335
Purpose of Post

To offer an initial contact service for the public and other agencies and help them to make an informed choice in relation to services. 

To offer advice, guidance and support to members of the public and other agencies about social care provision, including Safeguarding, Hospital Discharge, Re-ablement and Community Services and to arrange timely and appropriate access to departmental staff for those who require services.
To implement the Care Management cycle to varying degrees dependent upon Team role at that time.
All staff will be expected to consider their role in the context of the objectives that the department is working towards and to constructively contribute to the continuous improvement, performance management and the best value culture and also in the interagency context of the department’s work.

Key Relationships

All staff will be expected to promote team working within their particular staff group/service area including working with staff across the department as a whole, with corporate colleagues, with staff from other agencies and representative groups and with elected members as appropriate.

Additional key relationships for this post will be:

· Departmental Team Managers from Adult Services

· Departmental Principal Practitioners from Adult Services

· Departmental Operational Staff

· Departmental IT Staff

· Professional & Non-Professional Staff from Other Agencies

Main Duties and Responsibilities

1. To deal effectively and efficiently with enquiries from the public and other professionals and make decisions as to the service pathway for adult services.

2. To collate, clarify and analyse referral information in order to determine the priority of response in line with the department’s procedures and practice guidelines.

3. To ensure that referrals are passed to the relevant team within the appropriate timescale and that responsibility for the case is secured with the relevant manager.

4. To ensure a person centred approach to members of the public and other agencies who contact the department in person or by any other means of communication.

5. To process all new enquiries, whenever possible resolving queries on the first point of contact.

6. To develop and maintain manual and electronically based information systems.

7. To develop systems and maintain database information that informs performance monitoring and management in relation to the team’s performance and the departments needs. 

8. To co-ordinate and maintain information about social care provision and provide this information to the public.

9. To undertake all administrative tasks required operating the duty point efficiently and effectively.

10. To enhance the department’s image within the authority by promoting awareness of services and achievements and encourage greater participation.

11. To take reasonable care of your own health and safety and co-operate with management, so far as is necessary, to enable compliance with the authorities health and safety rules and legislative requirements.

12. Any other duties of a related nature which might be reasonably required by the Team Manager/Principal Practitioner
13. Ensure that strict confidentiality is maintained in all areas of work, in accordance with departmental policies, procedures and guidance.
Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date: April 27th 2018
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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