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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

	
	
	
	



	Reports To
	Senior Social Worker/Care Manager/Assistant Team Manager



	Purpose of the Job

	

	· To be involved in the Care Management process under the overall responsibility of a Senior Social Worker, Care Manager or Assistant Team Manager.
· To work with vulnerable adults to assess their needs, make appropriate recommendations, and contribute to the development of support plans that enable people to achieve the optimum level of independence.
· To provide a sensitive, responsive and appropriate response to people who use services and their carers.
· To undertake some basic functional assessments once training is completed.
· To undertake responsive assessments for people in crisis in the community and to assess/review for long term solutions.
· To provide assessments across 7 days, 365 days a year.



	Specific Accountabilities

	

	· To work in partnership with people who use the services and their carers, respecting their views and promoting participation in decision-making wherever possible.

· To take responsibility for obtaining regular supervision which includes evaluating practice, reflection and career development.

· Demonstrate an understanding of the legal and policy frameworks that inform adult social care practice.

· To communicate effectively verbally and in writing and to maintain records appropriately.

· Maintain confidentiality.

· Establish and maintain a safe practice environment.
· Undertake assessments and arrange support plans where needs are clearly defined. 

· Understand forms of harm and their impact on people, and demonstrate a thorough understanding of Dudley’s Safeguarding Procedures.
· Use information-gathering skills to formulate plans to meet assessed needs consistent with the function of the team, and organise work activities taking into account the need to prioritise tasks and responsibilities.
· Participate in the process of implementation, monitoring, design, costing and review of Support Plans within Divisional guidelines and initiate appropriate actions as required 
· Work in partnership with people who use services, their families and a wide range of other stakeholders to ensure the provision of quality innovative services.
· Contribute to the development of community resources and have knowledge of local resources, groups and networks that may contribute to enhanced outcomes for people.
· Operate within the legal framework, departmental policies and procedures. 

· Record information in a timely, respectful and accurate manner. Write records and reports for a variety of purposes with language suited to function, and using required information management systems.

· Share information consistently in ways that meet legal, ethical and agency requirements.

· Make recommendations based on assessed need. Make referrals to relevant departments e.g. Telecare, Occupational Therapy.
· In addition to the duties above, all employees must be flexible in their approach and undertake other duties commensurate with their grade in order to achieve the objectives of the Directorate. 




	Key Accountabilities
· To be accountable for and promote equality, diversity and community cohesion to meet Council, Directorate and Service objectives.  All employees have a responsibility not only for their own behaviour, but also for others regarding equality of opportunity.  Any incident must be reported.

· To participate in a Performance Review and Development meeting and undertake a plan of training where necessary.  Develop his/her own skills and expertise in a professional manner.

· In addition to all the responsibilities listed above, all employees must be flexible in their approach and undertake other duties that are commensurate with post holder’s level, wherever they may be, to achieve the objectives of the Directorate.

· To represent the Council and Directorate in a professional manner meeting the Corporate and Directorate aims.  To comply with Directorate and Corporate policies.

· If appropriate to be responsible for the recruitment and performance management of designated teams and individuals in accordance with Corporate and Directorate aims and management style.

· To comply with the council’s financial regulation and standing orders.
· To actively promote Dudley’s commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults at a level appropriate to this group.

· Employees must comply with health and safety legislation and will be required to comply with the Council’s Health and Safety Policies. All employees must ensure that they take reasonable care of their own health and safety as well as the health and safety of any person that is affected by their actions. 
· To be responsible for adhering to legislative requirements and Council Policies and Procedures including, but not exclusively health & safety, Data Protection and Internet/Email use.

	
	

	Special Conditions
	This post is subject to the enhanced DBS checking process.
Driving Licence will be subject to checking with the DVLA.  It is a council requirement to have Business Use Car Insurance and a valid MOT certificate (For cars over 3 years old).
In order to meet the needs of the service you will be required to work across service boundaries, outside of normal hours over 7 days and across the borough.

You will be required to work a minimum of 3 Bank Holidays per year.

It is an expectation that annual leave will be taken across the following periods:-
2 weeks April – June

2 weeks July – September

1 week October – December

1 week January – March

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

	
	

	Car Allowance
	Mileage only

	
	

	Prepared By

(Section/Mgr)
	Tracey Poole
Assistant Team Manager

	
	

	Review Date 
	18/09/17
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