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ADULT SOCIAL CARE AND COMMISSIONING
JOB DESCRIPTION

POST TITLE:

Self Directed Support Assistant 
GRADE:


Band 5

RESPONSIBLE TO:
Self Directed Support Manager
RESPONSIBLE FOR:
-


Overall Objectives of the Post:

To assist in the delivery, continuous implementation and monitoring of the Direct Payments.
Key Tasks of the Post:

1 To undertake Direct Payments support work duties.  You will: 
· Assist the Self Directed Support Manager in the implementation, delivery and support of Direct Payments.
· Facilitate and support the Direct Payments service user.
· Liaise with Care Managers/Social Workers, agencies and other professionals.
· Promote independence and maximise choice.
2 To undertake financial audits and assist the service user with the financial administration of their Direct Payments care package. You will:

· Manage payments to the service user’s accounts.
· Audit Bank statements from service users and advise them about the importance of making the contribution towards their care package. 
· Collate all Direct Payments financial information regarding income and expenditure, liaising with other relevant organisations to promote the efficient administration of the Direct Payments Scheme.

· Complete 3 month and annual review audits in line with financial and direct payments policy and procedures.
· Maintain the system of recording direct payments, producing timely and accurate information when required.
· Assist with the preparation of service user final direct payments accounts.
3 To have knowledge of government objectives and relevant legislation.  You will: 
· Have an understanding of the ethics and core values of Direct Payments legislation and policy and relevant acts in relation to adult and Children’s care.

· Have an understanding of the Personalisation Agenda.
· Liaise with representatives of the Department of Health and other agencies regarding new regulations.

· Be aware of the Community Care Act/ Every Child Matters.

· Have an awareness of the statutory framework within which services are delivered.     

4 To work within the supervisory and accountability framework established for this post.  You will: 
· Participate in relevant training.    

· Adhere to the GSCC codes of practice.

· Have a commitment to supervision and team meetings. 
· Plan and prioritise your workload within given timescales.

· Work within the groups guidelines of procedures and practice.

South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.         

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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