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CHILDREN, ADULTS AND HEALTH
JOB DESCRIPTION

POST TITLE:

Commissioning Support Officer
GRADE:


Band 5
RESPONSIBLE TO:
Joint Commissioning Officer
RESPONSIBLE FOR:
Providing a brokerage service to manage the interface with service providers for home care services, Independent Supported Living and Children and Young People for both local authority and CCG funded packages of care.

                                   Also, to support accurate care planning and financial information in Liquid Logic.
Overall Objectives of the Post:

There are three main elements to the role: 
· To ensure requests for care packages and transport are directed to providers in an effective and appropriate manner.

· To ensure commissioned services met the reflects needs, appropriate dates, cost and funding codes, to be ready for authorisation and payment.
· To provide general project support to the Commissioning Unit. 

Key Tasks of the Post:

1. To support the development of an effective, efficient and resilient market to meet identified assessed needs across the lifespan.  You will:
· Act as a broker to co-ordinate and arrange care provision according to Social Work service user requirements and provider suitability and capacity. 

· Develop effective, collaborative relations with care service providers and be aware of any potential contractual issues. 

· Manage information regarding the capacity of care provider services and utilise this in the brokerage role.
· Respond to, report and recognise potential safeguarding concerns. 
· Manage daily operational relations for care service queries including those of a complex or potentially contentious nature in a way that is customer focussed and lends itself to positive outcomes.

· Recognise the considerable risks and issues which need to be sensitively and professionally managed when putting care arrangements in place. 

· Manage and update variations in care plans to accommodate short term changes to service provision as agreed by social workers.

· Have discretionary powers of short term agreement and decision making in the absence of Commissioning Officers responsible for care services contracts.
· Establish and maintain positive links with all Social Care and Finance staff, and Integrated Care Teams.
2. To manage accurate information in LAS to inform authorisation processes and ensure accuracy of provider payments and client contributions.  You will:
· Collect information on the number of care packages required per week, including the numbers taken on and declined by providers, and other useful management information.

· Check care plan information to ensure systems data is accurate, including care plan details, all start and end dates, unit costs and funding details.

· Ensure all financial information accurately reflects arrangements made with care providers to ensure provider payments and client contributions are accurate.

· Ensure details regarding Continuing Health Care Funding are appropriately recorded in line with LAS requirements.

3. To provide project delivery support to the Commissioning Unit.  You will:

· Assist in the coordination and organisation of the Unit’s planning processes, including maintaining records, organising meetings, updating plans, and maintaining other office and team systems.

· Provide advice and guidance or signpost colleagues, partners and commissioned providers with regard to general queries.
· Assist with partner, provider and service user engagement activities.

· Complete and submit monitoring forms and returns, including those to external bodies.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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