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ADULT SOCIAL CARE AND COMMISSIONING

JOB DESCRIPTION


POST TITLE:	Blue Car Badge Administrator 

GRADE:			Band 4	

RESPONSIBLE TO:	Adult Social Care Support Services Team Leader		


Overall Objectives of the Post:

To provide an efficient and effective service for people applying for Blue Badges, and to carry out a range of administration duties to support the service.

To process applications, check and evaluate the information provided in support of the application, and determine eligibility for blue badges where appropriate.

Key Tasks of the Post:

1. Maintain accurate records in the Social Care database and national Blue Badge Digital Service.
2. Communicate with applicants using a range of methods including digital technologies.
3. Process e-mails to receive relevant information, including application forms, card payment notifications and evidence to support eligibility criteria. 
4. Ensure renewal notifications are sent and actioned to enable replacement badges to be processed within relevant timescales.
5. Gather any additional information required from the applicant and relevant health professionals.
6. Carry out initial desk top assessments using a scoring matrix, for both non-visible and mobility applications, where decisions can’t be made based on information already available.
7. Provide clear evaluation to make eligibility decisions, or to inform further assessment, and set up further assessment appointments. 

8. Effectively communicate with the applicant, or their representative, regarding the outcome of the application, either by telephone or face to face.  Ensure clear information is provided regarding the reasons eligibility is/is not met, and follow up with an individualised letter.
9. Monitor applications which are not completed within 12 weeks, follow up with the applicant and close application where appropriate.
10. Process cheque payments and monitor payments made through Customer Contact Centre payment reports.
11. Order badges from Department for Transport via Blue Badge Digital Service for delivery to the applicant.
12. General administrative duties to respond to routine enquiries. 
13. Communicate with other staff across the council and NHS Professionals Undertake administrative duties including filing, post, photocopying etc.
14. Identify any opportunities to improve the service we offer to the public/support a culture of continuous improvement.

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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