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	Job Title
	Assistant Care Co-ordinator 
	Directorate
	People

	
	
	
	

	Post Number
	DAC052
	Division
	Adult Social Care

	
	
	
	

	Grade
	6
	Salary
	SCP 12-17
	Section
	Assessment & Independence

	
	
	
	
	
	

	Criteria (Essential)
	Assessment By

	
	
	Application
	Interview
	Test

	
	
	√
	√
	√

	Experience
	
	
	
	

	Demonstrable experience of working with the user group to which the post relates
	
	√
	√
	

	Evidence experience of being able to carry out Social Care Assessments including an understanding of the assessment process. Able to make appropriate recommendations e.g. Telecare options, aids to daily living
	
	√
	
	

	
	
	
	
	

	Qualifications / Training
	
	
	
	

	Post holder must be able to demonstrate a satisfactory level of education, especially in English and Maths to enable the requirements of the post to be fulfilled
	
	√
	√
	

	Demonstrate a personal commitment to CPD (Continuing Professional Development), and a willingness to undertake any specialist training as required
	
	√
	√
	

	Demonstrate an awareness of Legislation relating to Adult Social Care and specific Government directives and guidance related to your area of practice 
	
	√
	√
	

	Demonstrate an awareness of legal requirements with respect to record keeping and the use and transfer of information 
	
	√
	√
	

	
	
	
	
	

	Practical Skills
	
	
	
	

	Able to gather information to inform judgement for interventions
	
	
	√
	√

	Ability to undertake an assessment of need and accurately record outcomes in case notes using appropriate language
	
	
	√
	√

	Ability to design and co-ordinate packages of support, and be resourceful and innovative in meeting people’s needs
	
	
	√
	√

	Able to work in collaboration with a range of individuals, agencies and advocates
	
	√
	√
	

	Able to work to meet deadlines
	
	√
	√
	

	IT skills – experience and knowledge of computerised database systems e.g. LAS, Word, Outlook
	
	√
	√
	

	
	
	
	
	

	Personal Qualities and Attributes
	
	
	
	

	A knowledge of Equality and Diversity issues
	
	√
	√
	

	Able to apply values that have a commitment to anti-discriminatory practice, to people’s right to independence and empowerment, and to having a clear voice in decisions and interventions relating to their lives 
	
	
	√
	

	Able to be flexible and reliable in respect of hours and place of work in order to ensure that the needs of the service and the statutory obligations of the Council are met.  This will involve 7 day working including bank holidays on a rota basis
	
	√
	√
	

	Ability to display a confident and non judgemental manner
	
	
	√
	

	Able to demonstrate a commitment to working in an inclusive way with professionals from other organisations, people who use the services and their carers 
	
	
	√
	

	The post holder must be able to drive, hold a valid full driving licence and have the use of a vehicle
	
	√
	√
	

	
	
	
	
	

	

	Prepared By
	Tracey Poole, Assistant Team Manager

	Date
	18/09/17
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