


[image: high quality HCC logo col]


JOB DESCRIPTION & PERSON SPECIFICATION – BELOW GRADE 8

	SERVICE AREA: Public Health and Adult Services

	DATE PREPARED: 

	SECTION: Adult Social Care

	GRADE: 6



	JOB TITLE: Review and Support Officer

	EVALUATION RESULT: 499

	EVALUATION DATE: 23rd June 2023
	JE NUMBER: NC4900


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all service users, customers 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:

[bookmark: _Hlk126764873]The Adult Social Care vision in Hull is of ‘a life not a service’ we are person centred and focus on individuals’ strengths to support them to take control of improving their own health, resilience and wellbeing. We want to maximise people’s independence so individuals can achieve their goals and aspirations and live life to the fullest. We work creatively with individuals, local communities and our partners, empowering them to deliver the best possible outcomes for people. 

Review and Support Officers provide a vital function within Adult Social Care, ensuring individuals have a solution focussed plan towards achieving their goals and maintaining their independence. This is achieved by using a strength based and solution focussed approach providing support to improve health and wellbeing.

Working as a key member of the Adult Social Care Team you will be managing a caseload undertaking planned and unplanned reviews for individuals with longer term packages of care/placements and undertake Care Act Re-assessments/Reviews/Mental Capacity Assessments and Best Interest Decisions on behalf of people who lack capacity to make specific decisions with suitable supervision from the supervisor or manager in relation to complex cases. 

Following assessment, the Review and Support Officer will create a Care and Support plan in partnership with the person and or representative/advocate. Supporting with Continuing Health Care Checklists and attending meetings as appropriate.

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. You will work within the operational requirements of the team to deliver a flexible and professional response to people assessing the service.




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

	1.
	To promote and safeguard the welfare of vulnerable adults.

	2.
	Enable people to experience personalised, integrated care and support to maintain their independence and wellbeing with a real focus on vision and inclusion to support people in attaining the outcomes they want and need. Support individuals, their families and carers, to understand and manage risk whilst participating in the life of their community and wider society. 

To ensure that people, their families and carers are able to contribute to their assessment, are heard and have control over their identified outcomes through effective joint working, good communication and a positive working relationship based on trust and respect.  

	3.
	Undertake re-assessments and reviews, in accordance with Care Act eligibility criteria and national legislative requirements, which will include: review of the eligibility determination, the social work assessment, risk assessment, the care and support plan and the resources allocated to the person. Care and Support plans must also maximize the use of Assisted Technology and Occupational Therapy. 

To support customers and carers in identifying outcomes and options to achieve their aspirations and build their resilience - including identifying their existing personal strengths and the support available from families, voluntary agencies, community resources and health colleagues
Focuses on making the best use of available community resources and assistive technology to enable people to have independence. Where appropriate work collaboratively with colleagues and partners of the Council to ensure people have accurate financial information relating to the Council’s paying for care policy.


	4.
	Participates in Decision Support Tool meetings, CHCP meetings, MDT,s,  complete prompt sheets for Practice Surgery, Community DoL checklists and any other documentation/meetings as directed by the leadership team. 

	5.
	Works with the individual to develop – coproduce, care and support plans and assessments, developing them innovatively using, local communities, other professionals, agencies and services to promote self-determination, community capacity, personal and family resilience, earlier intervention and active citizenship. Engage with and enable advocacy where appropriate. The postholder will refer, liaise, consult and work effectively with a range of professionals to build strong partnerships, which promote integration and inclusion.  Being confident and dynamic in reinforcing a personalised service, providing information and advice about formal and informal services, ensuring a creative approach is adopted. 

	6.
	To protect peoples’ human rights through considering Mental Capacity Act  DoLS, and the Mental Health Act, referring to specialist workers where necessary.
To consider whether the person may require support through continuing health care and refer appropriately. The post holder will work within the requirements of DOLS ensuring the Local Authority provides best practice and is legally compliant.

	7.
	To advise and support – which will include emotional support, practical assistance, advocacy, crisis intervention, conflict resolution, mediation and negotiation. To report any concerns to Safeguarding or HCC ASC Quality and commissioning teams.

	8.
	Ensure effective communication with people is supported with people who have specific communication needs including learning disability, dementia, people who lack capacity and people with sensory impairment. To create relationships based on openness, transparency and empathy.

	9.
	To access and prepare for regular, good quality supervision which supports critical reflection and analysis, professional resilience, emotional and physical wellbeing. Responsible for the development of self through regular training identified through supervision and the Professional Practice Development process promoting and encouraging a learning culture critical for professional practice. Actively engaging in the promotion and development of a solution focused, person centred culture within the team. 

	10.
	Has responsibility for maintaining up to date, accurate and quality data on the Adult Social Care data base. Completion of re assessments, reviews, Mental Capacity Assessments and Best Interest Decision documentation and other internal electronic forms/records as required. 
To ensure all actions are accurately minuted and evidenced, and that all contact, assessments, reviews and support plans are produced in a timely manner, using the ASC IT system. Work with confidence to undertake and fulfil the statutory requirements of the Care Act, Human Rights and Mental Capacity Act. To work within legal and financial frameworks, obligations, structures and culture along with accompanying guidance and codes of practice to maximise peoples’ independence, safety and well-being.

	11.
	To recognise and suitably address poor practice and systemic failings which put people at risk within own and external organisation. Judging whether or not thresholds of abuse and or neglect have been exceeded, taking action as necessary. Making appropriate contact with commissioning teams, partners, including providers and safeguarding teams as required. 
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. 

	12.
	To work as a member of the team imperative to the contribution to the development of the Adult social Care service and ways of working that focus on community resource and resilience, via sharing of good practice, supervision and training. To participate in the team Duty rota responding to urgent work that requires intervention and system pressures. 

	13.
	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 wellbeing 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 postholder 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 for Customers/Clients: 

Works directly with adults, families and their carers in their home or council setting undertaking re-assessments, scheduled reviews, amending support plans for people who have longer term needs, and reviewing risk assessments, setting or the eligibility determination, and the resources allocated to the person 
Understands and applies the law in terms of the Care Act, Mental Capacity Act, and relevant sections of the Human Rights Act and other relevant legislation and guidance.

Responsibility for contributing to the welfare and protection of adults in receipt of services.

Communicates sensitive and sometimes contentious information to adults, families and their carers seeking supervision and support from delegated co-workers. Supports people with communication needs to access independent (Care Act) advocacy.

3.	Responsibility for Budgets: 

Supports and promotes the most effective and efficient deployment of resources within the context of Adult Social Care.

With support from Social Work supervisors to prepare resource applications for the Quality and Risk Forum (Q and R) 

4.	Responsibility for Physical Resources: 

Contributes to the maintenance of a healthy working environment and ensures any perceived or actual maintenance needs are reported.


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

	1.	Within Service Area/Section: 

Work innovatively in partnership with   colleagues and internal services such as the Supporting Independence Team, Occupational Therapy and Physiotherapy services. To coproduce care and support plans with the person who uses services, prioritising self-determination, maximising community access, promoting resilience, enabling active recovery, accessing advocacy support where necessary to achieve active citizenship. To understand roles of different teams within different parts of the adult social care system in Hull and the impact they have on the functioning of the whole of that team. 

Build high quality working relationships based on respect and professional integrity. 

2.	With Any Other Council Areas: 
To develop relationships with other Council teams i.e. Housing, Environmental Health, Legal Services. To work toward high quality working relationships with colleagues across all directorates where contact is pertinent to case work, as well as public, voluntary and private sector networks of relevance for individuals and carers.

3.	With External Bodies to the Council: 
High quality working relationships with Voluntary and Community Sector agencies, Health, Education and Police within the locality/across the city and with other local authorities and social care departments.
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	ORGANISATION CHART: Please Provide Job Titles and Grades


	
	
	
	Immediate Manager
Social Worker
8/9

	
	
	

	Other jobs (peers) that report to immediate line manager

	
	This Post
Review and Support Officer
Grade 6

	
	
	

	
	
	Direct Reports
None






	
	Tick relevant level for each category*
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	



Supporting Information 
(if applicable)

	
	* To be completed by Evaluation Panel
	

	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
	Occasional exposure to physical demands over and above that normally incurred in a day to day officer environment eg. Packing belongings/cleaning.

	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
	
	
	

N/A
	Occasional exposure to poor environmental home conditions i.e. neglect/substance misuse including alcohol.


	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	
	X
	
	Staff have to work in high conflict/socially challenging situations alongside experienced colleagues. Will be required to work with and engage a range of peoples and carers who maybe be hostile or difficult to help or have a range of challenging conditions e.g. terminally ill/ substance misuse/mental illness



	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:

	
	NVQ Level 3 in a Health & Social Care related subject or equivalent level of experience working in a Health and Social Care setting.
	√
	
	AF

	
	Good standard of general education, including good applied literacy and numeracy skills.
	√
	
	AF,I

	2. 
	Relevant Experience:

	
	Experience of working directly with vulnerable adults, families and carers in either a professional, personal or voluntary capacity. 

	√
	
	AF

	
	Experience of managing a caseload working with people experiencing a range of eligible needs including physical, emotional and social. 
	√
	
	AF 

	
	Experience, knowledge and understanding of support planning, the eligibility determination process, social care assessments and reviewing process.
	√
	
	I,R

	
	Experience, knowledge and understanding of support planning, the eligibility determination process, social care assessments and reviewing process. 
	√
	
	AF,I

	
	Experience, knowledge and understanding of working within the legal framework for Adult Social Care i.e. Care Act legislation, Mental Capacity Act
	√
	
	I,R

	
	Evidence of appropriate adult social care training i.e. MCA, BI, Safeguarding etc.
	
	√
	AF

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

	
	Ability to form and maintain appropriate relationships and personal boundaries with vulnerable adults.
	√
	
	I

	
	Motivation to work with vulnerable adults, families and their carers.
	√
	
	I,R

	
	The ability to communicate clearly and make decisions under pressure whilst recognising what is within delegated responsibility and what requires high level authorisation. 
	√
	
	I,R

	
	The ability to work effectively in a pressurised environment, meeting deadlines and prioritising workloads.
	√
	
	I

	
	The ability to facilitate, direct and co-ordinate person-centred meetings
	
	√
	I,R

	
	Ability to use solution focused approaches in conversations with individuals, families and carers promoting choice, control and independence. 
	√
	
	I,R

	
	Ability to use initiative and be creative to determine, with the individual, what outcomes are required, and to look at options to meet these using a variety of health, voluntary and statutory services.
	√
	
	I,R

	
	Must be adaptable, able to assess situations and develop effective relationships. Should be aware of the need to ensure their own safety and be effective in assessing risk and responding appropriately to people who are experiencing crisis.  
	√
	
	I,R

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of vulnerable adults.
	√
	
	AF,I

	
	Knowledge of legal processes and able to support with Court of Protection checklist and appointee ship support.    

	
	√
	AF,I

	
	Knowledge of the roles and responsibilities undertaken by carers including the impact on health of caring responsibilities
	√
	
	I,R

	
	A knowledge of person centred and solution focused approaches and how to apply these in practice.
	
	√
	I

	
	Knowledge of relevant social care  legislation, policies and guidance and an understanding of how this impacts on their role e.g. Mental Capacity Act, Best Interest, Deprivation of Liberty, Direct Payments.
	√
	
	I,R

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults (service area to include where appropriate).
	√
	
	AF,I

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and vulnerable adults.
	√
	
	I,R

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

	
	Able to communicate with warmth, empathy and confidence in a range of settings which demonstrates highly developed influencing, caring, advocacy and negotiating skills
	√
	
	I,R

	
	Written Skills

	
	Ability to write sensitively and clearly for adults, families and their carers
	√
	
	AF,I,R

	
	Ability to write reports and documents in a structured, professional and concise manner which reflects professional judgement particularly when conveying complex information. 
	√
	
	AF,I,R

	
	Ability and competency in maintaining accurate and up to date recording on the Council electronic data base and associated IT systems.
	√
	
	AF,I,R

	6.
	Other:
	
	
	

	
	Motivation and commitment to self-development and completion of relevant training.
	√
	
	I

	

	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. 
	Values and Competencies:

	
	The values and 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 for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	N/A
	I

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

	
	Competencies:

	
	Leading forward 
	
	N/A
	

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	
	N/A
	

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	
	N/A
	

	
	Developing self and others
	
	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 requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	




	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory
ENHANCED & ADULT’S BARRING LIST CHECK

Disclosure from the Disclosure & Barring Service (if ticked as an essential requirement). #Service area to select as required.
	X
	N/A
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	X
	N/A
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	
	N/A
	AF(after short listing)
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