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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA: 
	Adult Social Care

	POSITION NO: 


	SECTION: 
	Vulnerable Adults – See and Solve Team

	GRADE:  6

	JOB TITLE:   

	Social Care Advisor

	 DATE PREPARED: January 2017

	EVALUATION DATE:
	8 May 2017
	JE NUMBER: NC3770




	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after children and treating all individuals and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age). Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE: 
The post holder will work as a first point of contact within a multi-disciplinary team in the delivery of meaningful, person centred and solution focused interventions which identify the person as the expert in their life. They will have conversations enabling people to shape their own lives, identify their own outcomes and steps forward and provide interventions to sustain their independence. Using solution focused conversations, they will acknowledge the person’s situation in ways that listen for and ask questions that search out the building blocks of possibilities eliciting the person’s knowledge, skills and abilities and as appropriate assisting them to develop outcomes and agree steps and goals with people. They will facilitate access to suitable knowledge, advice and information, and if appropriate, access to further support, assessment and if necessary service provision. 

They will assist people, where appropriate, to develop quality informal relationships with carers, support from community groups and organisations, and access to universal services. The post holder will use the online information and advice hub (Connect to Support) and its directory of services to enable people to get the right contacts to meet their personal outcomes at the right time. The post holder will also use the in-house IT system to record contacts and refer people on to relevant parts of the Adult Social Care system.

Where there are significant complexities the post holder will exercise initiative, creativity, innovation and judgement seeking support from the line manager and wider team. The post holder will enable suitable risk taking for people who have capacity, and promote the principles of Making Safeguarding Personal. 

The post holder will offer a flexible, immediate response to people, their families and carers. They will refer, liaise, consult and work effectively with a range of professionals, partner agencies and networks in order to build strong effective partnerships which support integrated and multi-disciplinary working. Care and Support planning, when undertaken, must maximise the use of assistive technology and occupational therapy.

The post holder will be able to demonstrate flexibility and work collaboratively across the health and care system, ensuring responsiveness to surges in demand and escalation of issues when urgently required.





	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Statutory Obligations – to have knowledge of the Care Act, Mental Capacity Act, Human Rights Act and what they mean in practice for working with vulnerable adults.

	2.
	The post holder will have an ability to use solution focussed conversation. This will involve the post holder being committed to undertaking learning which will promote skills essential to solution focused practice. The conversations will respect the individual as the expert in their lives, using questions that enable people to develop steps forward whilst providing knowledge, advice and responses in line with statutory obligations and primary legislation.

	3.
	The post holder will demonstrate a flexible and adaptable approach to their working environment. This will include having confidence to work with a range of communication techniques e.g. telephone, website, text messaging, face to face and working in a variety of locations, possibly on a lone working basis or as part of a multi-disciplinary team. 

	4.
	The post holder will need to be resourceful, enthusiastic and instrumental in leading a fundamental shift in enabling people to maintain control and independence whenever possible. They should encourage the use of self-assessment and through confident, dynamic provision of information and advice enable people to connect with their communities and increase people’s choices and options. They will be required to complete supported self-assessment where appropriate, work in partnership with people to develop proportionate support plans and where there is a clear need to commission support, able to refer people onto more suitable support where this is needed 

	5.
	To protect the safety and welfare of vulnerable adults, families and their carers, within the ‘Making Safeguarding Personal principles. Recognise risk indicators of different forms of abuse and neglect. Demonstrate an outcome focused, person centred approach to safeguarding practice. Through formal supervision escalate complex case management for progression to appropriate allocation

	6.
	In some circumstances the post holder may visit, either at the person’s home or a community base, along with other support services, where necessary, to enable wellbeing,  early intervention and prevention. There will be a strong link to the Social Prescribing Service.  Practice in making and receiving referrals will be developed as part of the post holder’s role.

	7.
	The post holder will be required to be positive and productive in the development of excellent working arrangements with partner agencies, stakeholders and networks which will bring knowledge and resources to the team and which will positively connect people to their communities. 

	8.
	The post holder will have a confident and dynamic approach to work which will support the management of conflicting demands and working with people, their families and carers who may be in crisis. They will need to be resourceful and confident to make decisions about which referrals are needed, They will be autonomous in recognising when immediate action and clarity is required from the wider team when situations deviate from guidance offered in policies and procedures or when there are complex issues which require a multi-disciplinary approach. In these circumstances they will utilise the skills of other colleagues and resources in the wider team in order to share difficult issues particularly where there is evidence of risk or safeguarding, or where a person’s capacity to make decisions is in question. 

	9.
	The post holder will assist people with their communication needs, enabling access to independent advocacy, and supporting with the provision and access to comprehensive information and advice, followed up by a ‘Think Local’ appointment if this is required, or alternatively a referral to the Social Prescribing Service

	10.
	The post holder will be required to build knowledge of community resources and contribute to the development of a community directory using Connect to Support. The post holder will also contribute to and use its information and advice pages, and other relevant technology.

	11.
	The post holder will be required to actively participate in the learning and development of the team, sharing ideas, reflecting on practice and fostering a culture which supports the philosophy and vision of the team and the wider directorate.  This is particularly true in relation to the Social Prescribing Service and the development of Local Area Coordination.

	12.
	Has responsibility for maintaining up to date, accurate and quality data on the electronic database, with reference to case recording and all other relevant information.

	13.
	To make full use of supervision by preparing effectively, contributing fully and carrying out actions agreed. To include training and professional development.

	
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the Council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The post holder must be flexible to ensure the operational needs of the Council are met. This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. Responsibility for Staff:

· None

2.	Responsibility to people :

· Has responsibility for ensuring that the initial contact for people, their families and carers is proportionate, targeted and responsive to their presenting needs.
· Has responsibility for ensuring all social care inquiries are dealt with sensitively regardless of the person’s eligibility for social care services.
· Is able to respond to people, their families and carers who are self-funding and would not be entitled to the provision of social care services. 
· Encourages use of self-assessment or enables completion of a suitable proportionate assessment whichever is the most appropriate. 
· Understands and applies the Care Act, Mental Capacity Act, Deprivation of Liberty, Best Interests and The Human Rights Act, and other legislation and guidance relevant to the care setting.

3.         Responsibility for Budgets and Performance Information:

· Through support planning the post holder recommends courses of action/interventions which could have financial implications.
· Provide performance information to the performance unit and contribute to performance reports e.g. CQC

4.	Responsibility for Physical Resources:
· Maintaining and reporting any environmental Health and safety issues.
· 

	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:
Provide support and information to a range of corporate services. Acquires a range of up to date information to enable signposting  to relevant services: Head of Service, Assistant Head of Service, Operational Team Manager across the teams, Senior Practice Advisor across the teams, Social worker/Care Managers, Support Workers, Admin Officer, Data Quality Control and Monitoring Officer, Clerical Assistants, Carers, Safeguarding Team, Housing Services e.g. Homelessness, Homesearch; Hospital Social Work Team, Community Learning Disability Team, Occupational Therapy Team, Emergency Duty Team, Reablement Service, HOOTS, Brokerage, Integrated Equipment Service, Sensory Impairment Team, Day Opportunities (Learning Disability), Day Services Older People, Commissioning Unit, Performance Unit, Contract Compliance, In-house Service providers, e.g. Residential Care and supported living, Supporting People, Safeguarding Team.

2.	With Any Other Council Areas
Provide support and information to a range of corporate services. Acquires a range of up to date information to enable signposting to relevant services: CitySafe, MARAC Domestic Violence Service, Housing Repairs/Rent etc., Customer Service Centres/Call Centres, Environmental Health, Benefits, Welfare Advice, Welfare Support, Extra Care, and Children’s Safeguarding Services.

3.    With External Bodies to the Council
Provide support and information to a range of corporate services. Acquires a range of up to date information to enable signposting to relevant services: NHS Hull, Acute Hospitals, Mental Health Trust, External providers e.g. HICA; City Health Care 	Partnership, GP’s, Voluntary Agencies e.g. LINKs; City Health Care Partnership, Full range of community providers e.g. Home from Hospital, St Stephens; Advocacy services 	across the city, LINKs and North Bank Forum, Police, Ambulance, Fire and safety Service, CRUSE, community groups, organisations and businesses.

Continues to ensure that keeps up to date with current issues and what is happening in 
	the communities.







	ORGANISATION CHART: 



	
	

	










	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	
	

X
	
	
	

N/A
	The post holder may be  required to work not just in an office and will need to be able to transport themselves across the city on occasions as necessary. Will be required to work under pressure in sometimes stressful circumstances, to maintain the safety and dignity of people and carers at risk. 
Lone working in some situations ie home visits

	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	
	X
	
	
	


	Will be required to engage hard to help, challenging and sometimes unpredictable people and carers. 
May be faced with a range of complex demands

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	X
	
	
	The post holder will be required to offer a responsive service to a wide range of people in challenging and stressful circumstances. This may involve working with people with high presenting risks and require the post holder to be confident at prioritising input based on levels of risk.








	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process. The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Professional or vocational qualification in health and social care to NVQ level 2 or equivalent experience. 
	X
	
	AF, CQ

	
	Good standard of general education, including good applied literacy and numeracy skills.
	X
	
	AF, CQ

	
	Demonstrates commitment to personal and professional development
	X
	
	 I, R

	
	Undertaken Equipment assessor training or willingness to complete within 12 months of appointment
	X
	
	AF,I, CQ

	
	Attendance at appropriate social care training e.g. Mental Capacity Act 2005, Safeguarding, Child Protection.
	X
	
	AF,I,R

	2. 
	Relevant Experience:

	
	Experience of working with vulnerable adults in either a professional, personal or voluntary capacity.
	X
	
	AF

	
	Has a practical understanding of physical, emotional and attitudinal barriers faced by vulnerable adults and disabled people.
	X
	
	 I, R

	
	Ability to form and maintain appropriate relationships and personal boundaries with vulnerable adults.
	X
	
	AF, I, R

	
	Possess a good understanding of how statutory agencies function and the legislative requirements that govern them
	X
	
	 I, R

	
	Has experience of working in a service area as a first point of contact, is competent at responding to a full range of enquiries,  is supportive of colleagues, and is flexible in their approach to team working. 
	X
	
	AF,I,R

	
	Experience of engaging hard to help people and carers
	
	X
	 I, R

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with a diverse and varied group of people which will include vulnerable adults.
	X
	
	I, R

	
	Ability to form and maintain appropriate relationships and personal boundaries with people.
	X
	
	I, R

	
	To use tact, sensitivity, reassurance and empathy with people who are distressed, annoyed or may have legitimate complaints which can often be time consuming.
	X
	
	I, R

	
	Ability to apply solution focused approaches to conversations with people and carers enabling identification of outcomes steps and goals to move forward.
	X
	
	I,R

	
	Ability to make decisions within delegated responsibility and to recognise when something requires higher level authorisation
	X
	
	 I, R

	
	Ability to work under pressure, self-manage in relation to time and prioritise workload, according to needs and demands of people accessing See and Solve 
	X
	
	 I, R

	
	Ability to engage hard to help people (including carers) through a range of media, telephone, text, email and in urgent circumstances in person.
	X
	
	 I, R

	4. 
	Knowledge:

	
	A knowledge and commitment to Making Safeguarding Personal and promoting the welfare of vulnerable adults 
	X
	
	 I, R

	
	Understanding of the evidence base for Active Recovery and the new operating model and how this promotes independence and quality of life.
	
	X
	 I, R

	
	An up to date knowledge of the needs and requirements of the communities in Hull and the statutory and non-statutory services available to meet these needs.
	X
	
	 I, R

	
	Knowledge of relevant social care  legislation, policies and guidance and an understanding of how this impacts on their role e.g. the Care Act 2014, MCA 2005, DOLS and The Human Rights Act 1998  etc.
	X
	
	I, R

	
	Knowledge of the roles and responsibilities undertaken by carers including the impact on health of caring responsibilities and how best to support carers when faced with a crisis.
	X
	
	I, R

	
	Knowledge of the Charging Policy 
	
	X
	 I,R

	
	A knowledge of person centred approaches and tools and how to apply these in conversation with people, including carers. 
	
	X
	I, R

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a diverse and varied group of people, vulnerable adults, colleagues, partners and stakeholders. 
	X
	
	 I, R

	
	High level of communication and interpersonal skills. Clearly spoken with good telephone, face-to-face and presentation skills
	X
	
	 I, R

	
	Able to communicate with warmth, empathy and confidence in a range of settings
	X
	
	I, R

	
	Demonstrate highly developed skills in innovation  and influencing,  as well as advocacy and negotiating
	
	X
	 I, R

	
	Ability to communicate in a variety of ways with people according to their needs and circumstances
	X
	
	 I, R

	
	Written Skills

	
	Collate and maintain accurate and legible records of contacts with people using the service 
	X
	
	I,R

	
	Written work will include letters and other written communication to people which will include the use of emails and other forms of media contact i.e. text. Written work will also include communication to other professionals, partners and stakeholders in the form of reports conveying complex information and to enable decision making.
	X
	
	 I, R

	
	To be competent at using an electronic data base
	X
	
	 I, R

	6.
	Other:

	
	Be committed to co-production with people using the service respecting individuals and carers in the planning, delivery and evaluation of care and services and working in partnership with them as required..
	
	X
	I, R

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process. They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	X
	N/A
	

	
	Improving services
	X
	N/A
	

	
	Analysis and decision making
	X
	N/A
	

	
	Making things happen
	X
	N/A
	

	
	Communicating with impact 
	X
	N/A
	

	
	Collaboration 
	X
	N/A
	

	
	Developing self and others
	X
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate will access, provide or process government (PSN) data or use a government connect email account.
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced Disclosure & DBS Adults Barring List Check from the Disclosure & Barring Service (if ticked as an essential requirement).
	x
	
	DBS Disclosure

	
	If the post holder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	x
	
	AF(after short listing)

	
	If the post holder does not require a DBS disclosure the candidate is required to declare unspent convictions only.
	
	N/A
	AF(after short listing)



Operational Manager
(Grade 11)


Practice Lead Manager
(Grade 10)


Social Worker
(Grade 8)


Senior Social Worker
(Grade 9)


Social Care Advisor
(Grade 6)
(This Post)
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