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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Adult Social Care    
	POSITION NO: Please provide this information if existing post 


	SECTION:

		Out of Hours Team

	



	GRADE: 8 


	JOB TITLE:

	Out of Hours (ASC) Officer
	DATE PREPARED: January 2017

	EVALUATION DATE:
	2 March 2017
	JE NUMBER: NC2642





	ROLE & PURPOSE OF JOB: 
The Adult Social Care vision in Hull is of ‘a life not a service’.  Adult Social Care is person centred and focuses 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 and to create a positive Adult Social Care culture. Our work is solution focussed, ensuring that those who most need support receive it and that we can continue supporting people in the future.

To be responsible for the delivery of a flexible support service, the post holder will provide diverse; practical, emotional and safeguarding support to people who have an acute or critical need. The service supports the adult social care function outside normal office hours including weekends, evenings and overnight.

To undertake assessments of need to ensure people have access to advice, information and where necessary short term interventions which minimises the need for hospital or residential admissions.  The post holder will actively engage in the promotion of a personalised service which focuses on the hopes and aspirations of the person to live well and remain living independently.  

This post will work closely with the acute pathway, discharge hub and A&E liaison to support early discharge.  They will also, wherever possible, to support people to avoid admission into hospital.

Assessment processes will actively support people to utilise universal services, community resources and networks as far as possible including maximising the use of Telecare equipment and Occupational Therapy.  Appropriately promoting the use of Connect to Support and using it to provide people and / or informal cares with the information and advice they need.  As far as possible connect people to family, friends and community networks, peer support groups and voluntary and community organisations, and enable access to universal services if this is relevant.

The post holder will work with people who are known to adult social care, and who have been referred into the out of hours service.  This may be when a change in circumstances has resulted in risks to a person’s independence or safety. The post holder will support people through such a short-term period of crisis to enable them to remain living independently or to minimise risks.

There is an expectation that the post holder, following training, will undertake the role as an OT Trusted Assessor. This role will contribute to the assessment, identification and resourcing of low level OT equipment where this could support an individual to live independently or as part of a wider package of care. 

The post holder will work collaboratively with the Hospital, Active Recovery, other multi-disciplinary Out of Hours Teams, locality teams and Safeguarding Teams to provide flexible and responsive support to people to live safe and independent lives.

The post holder will operate within the legislative context of the Care Act 2014, Mental Capacity Act 2005, suitably address Deprivation of Liberty Safeguards, Making Safeguarding Personal, and understand and use relevant articles of the Human Rights Act 1998..

There is an expectation that the post holder will practice in an autonomous manner seeking guidance and supervision accordingly to ensure core values that underpin the Council’s conduct at work are demonstrated and positive practice is promoted.

To ensure that all service/support provisions for Vulnerable Adults 18+, older people, those with learning disabilities and physical / sensory disabilities and Mental Health is being provided in accordance with statutory, legislative and registration requirements.

To liaise and consult with other to ensure that support is appropriately focused and delivered to achieve outcomes which promote independence and that care and support is personalised to the individual.




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

	1.
	To protect the safety and welfare of vulnerable adults, families and their carers, within “Making Safeguarding Personal” principles. Recognise risk indicators of different forms of abuse and neglect. Demonstrate an outcome focused, person centred approach to safeguarding practice.


	2.
	Customer Focus – 
To prioritise and undertake assessment to establish eligibility for service of people referred for Social Care support out of hours, signposting to other appropriate Agencies, Health and Council’s teams as necessary.

To provide support to maximise people’s skills, competence and confidence to enable them to live independently. To ensure all staff work within a strengths based approach, which places the person at the centre.

Supports people to exercise choice and self-determination with due regard to legislation and local policies e.g. Positive risk policy.

To work flexibly with other managers to ensure consistency across the whole service in person centred care to achieve individual outcomes promoting independence and safeguarding vulnerable people.

To investigate and resolve first level complaints.

Assist the team managers in ensuring high standards of practice and equality of access to the service and in the liaison and consultation with people, carers and staff to ensure continuous improvement of the service.

To be skilled working with a range of people with differing needs in a range of settings.


	3.
	Performance Management – 
To support and monitor the operation of services and ensure that resources are effectively and efficiently deployed acting as the lead decision maker and deputising for managers of Social Care services.

To attend meetings, reviews as required and deputise at meetings Out of Hours for the Operations Managers.

To ensure that activity and performance are monitored and feedback to staff to enable recognition of strengths and areas for development.

To assist the operations manager in the planning of training and development needs of the staff teams and establish and review support programmes for staff to maximise their potential and undertake regular observations of staff to ensure key values are communicated consistently along with identified standards of practice.

Support staff development and using policies and procedures ensure that staff and team performance is maintained.

	4.
	To ensure a consistent social work support function this will align with See and Solve, Active Recovery, Locality teams, Hospital Locality team and Brokerage.

	5.
	To provide leadership, guidance and support out of hours to adults social care teams.

	6.
	Support hospital system with regard to surge and escalation and mobilise resources to meet priorities.

	7.
	To provide support and social care interventions for people in crisis ensuring that packages are closely monitored and reviewed.  

	8.
	Statutory Obligations – 
To carry out duties in line with Council policy and ensure all new corporate and regulatory requirements are implemented.

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.
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	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
[bookmark: Dropdown2]


	2. 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.

	3. HEALTH AND SAFETY
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.

	4. 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:	
   Will provide short term support to people in crisis or requiring support to facilitate   discharge from hospital. 

3. Responsibility for Budgets:	
   Will be responsible for securing services to provide emergency support such as respite    care, emergency equipment etc.


4. Responsibility for Physical Resources:		
  Maybe required to provide support for buildings and Council operational functions as   part of business continuity process.


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

	1.	Within Service Area/Section:
Patients, Residents, direct staff team, Registered Manager, Senior Managers, Resources Team, Locality Term Teams, See & Solve, Active Recovery, Hospital Team and the Safeguarding Team.

2.	With Any Other Council Areas
Call Centre, Civica out of hours, Finance, HR, Occupational Health Unit, Improvement team, Shared Services e.g. Building Cleaning Unit, Payroll, NPS etc.


3.     With External Bodies to the Council
CHCP Call Centre 247111, Health Professionals, Police, Fire Service, Mental Health Services, Kingston Care – Lifeline, Other Organisations, Voluntary Organisations, families/carers, advocacy, recruitment agencies, supplies, community groups, relevant external Boards e.g. Partnership Boards.



	ORGANISATION CHART: 


	
                                                      Assistant City Manager

Operations Manager G11

Practice Lead Manager G10

Out of Hours Officer G8




	
	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).
	|_|
	|_|
	|_|
	[bookmark: Check2]|X|
	|_|
	|_|
	Late evening and night work is considered and has been found to be more stressful physically and can be more tiring



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	|_|
	|_|
	[bookmark: Check1]|X|
	|_|
	|_|
	
|_|

	Supporting individuals and their families.



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	|_|
	|_|
	|_|
	|X|
	|_|
	|_|
	Dealing with service users and their carers in crisis. Supporting individuals and their families to cope at times of need and poor health







	
PERSON SPECIFICATION
	Cross  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 Care or equivalent
	
	
	AF/CQ

	
	NVQ Level 4 in Care or equivalent or able to achieve within 12 months of appointment
	
	
	AF/CQ

	
	Relevant management qualification at diploma level (minimum) or equivalent.
	
	
	AF/CQ

	
	First aid at work (or ability to achieve within 6 months of appointment)
	
	
	AF/CQ

	
	National College of Further Education (NCFE) Infection Control or to achieve within 6 months of appointment
	
	
	AF/CQ

	
	European Computer Driving Licence (ECDL) or equivalent
	
	
	AF/CQ

	
	Moving and Handling Advisor
	
	
	AF/CQ

	
	IOSH
	
	
	AF/CQ

	2. 
	Relevant Experience:

	
	Proven experience of leading and motivating a team of staff
	
	
	I/R

	
	Experience of Recruiting and developing staff.
	
	
	AF

	
	Experience of supervision of staff including conduct, competency and sickness
	
	
	AF

	
	Experience of embedding person centred approaches into everyday practice
	
	
	AF/I/R

	
	Experience of facilitating person centred reviews
	
	
	I/R

	
	Experience of managing and monitoring budgets and expenditure
	
	
	AF

	
	Experience of using and coaching staff to use a range of person centred tools
	
	
	I/R

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

	
	To protect the safety and welfare of vulnerable adults, families and their carers, within “Making Safeguarding Personal” principles. Recognise risk indicators of different forms of abuse and neglect. Demonstrate an outcome focused, person centred approach to safeguarding practice.

	
	
	I

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

	
	Excellent working knowledge and implementation of performance management including production of reports, data, monitoring and action.
	
	
	I/R

	
	Be computer literate with good IT skills and the ability to analyse, interpret and produce data and reports.
	
	
	I/R

	
	Good leadership and problem solving skills
	
	
	I/R

	
	Proven knowledge and ability to supervise and develop a team of staff. 
	
	
	I/R

	
	Ability to provide creative and innovative solutions to variable situations to inform strategic development of the service
	
	
	I

	4. 
	Knowledge:

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

	
	Knowledge and ability to implement Care Quality Commission national minimum standards to a high quality level
	
	
	AF/I

	
	Good understanding of relevant legislation e.g. Putting People First, Valuing People Now.
	
	
	I

	
	Good understanding of budget control and financial procedures 
	
	
	I

	
	Good understanding of implementing workforce Policies and Procedures
	
	
	AF/I

	
	Excellent knowledge of Health and Safety Procedures, systems and safe working practices.
	
	
	AF/I

	
	Good understanding of the Mental Capacity Act and associated responsibilities
	
	
	I

	
	Knowledge of AirsWeb or other recording and analytic Health and Safety systems.
	
	
	AF/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

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

	
	Ability to develop and maintain effective working relationships with colleagues, internal and external partners, Health Professionals, voluntary organisations, families/carers, advocacy, recruitment agencies, supplies, community groups, relevant external Boards e.g. Partnership Boards
	
	
	I

	
	Excellent verbal and non-verbal communication skills 
	
	
	I

	
	Ability to lead and structure positive and productive meetings
	
	
	I

	
	Ability to deliver verbal reports and presentations in a range of settings.
	
	
	I

	
	Written Skills

	
	Excellent report writing skills including ability to analyse and write recommendations for improvement 
	
	
	AF/I

	
	Ability to deliver written reports and presentations in a range of settings and using a variety of methods e.g. PowerPoint
	
	
	AF/I

	
	     
	
	
	     

	6.
	Other:
	
	
	     

	
	none
	
	
	     

	
	     
	
	
	     

	
	     
	
	
	     





	

	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 
	|_|
	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
	

	
	     
	|_|
	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 crossed as an essential requirement).
	[bookmark: Check3]|X|
	N/A
	DBS Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or caution/s are considered “protected” in line with filtering rules for DBS checks.
	|X|
	N/A
	AF(after short listing)

	
	If the post holder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	[bookmark: Check5]|_|
	N/A
	AF(after short listing)
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