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Job Outline


	Post No. :
	00001456               

	Post Title:
	Personal Health Budget Officer

	Directorate:
	Adult Services

	Division:
	Adult Social Care 

	Section:
	Business Support – Direct Payments

	Reports To:
	Direct Payment Team Manager 2742

	Location:
	Bickerstaffe House and NHS locations

	DBS Status:
	Enhanced check without a Barred List check

	Grade:
	Grade G


	Role Purpose

	· To support children and adults to access healthcare and support through Personal Health Budgets.

· Working jointly with clinicians to visit people with disabilities and long-term health conditions to assess suitability for Personal Health Budgets, developing plans that support identified health and care needs.

· Calculating the cost of available options, providing recommendations and financial analysis to NHS and Council panel members.

· Working with all services throughout health and social care to maximise take-up of Personal Health Budgets.
· Monitoring and managing client financial information to audit spend, recovering unspent and misspent funds.
· Providing advice and guidance to clients as and when required, acting as an advocate to ensure the best possible outcomes can be achieved


	Main Duties and Responsibilities

	· Provide direct support to vulnerable clients across all areas of health and social care using a broad and wide ranging specialist knowledge of these areas.

· To work with clients, their representatives, internal and external partners providing advice and guidance on all areas of Personal Health Budgets.

· To work with clinicians and social care professionals to determine suitability for Personal Health Budgets and identify positive outcomes.

· Collate, monitor and review relevant case data for client case file and records.

· Securely receive and record client financial information, accounting for and auditing spend against eligibility criteria for Personal Health Budgets.

· Provide considered advice and support about Personal Health Budgets to clients, their representatives and associated professionals to inform decision making.

· Ensure all information is relevant and current through continual research and attendance at NHS, associated organisation events and training seminars, providing reports and information papers on findings and learning

· Reduce the number of complaints regarding health services by assisting with the achievement of positive outcomes

· Provide comprehensive and accurate information and observations from the field to line management with recommendations for their authoritative opinion on action to be taken.

· Analyse and report statistical information from system records in relation to client numbers, funding and spend
· Promote Personal Health Budgets to maximise take-up throughout all identified health and social care cohorts through shared learning, taking advantage of all opportunities to identify suitable clients and services
· Take advantage of all funding opportunities, contributing to the application for one-off grant funding


	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	· Level 2 (GCSE Grade A**-C or Grades 9-4) or equivalent qualification including functional skills in English and Maths 
· A Level/NVQ Level 3 or equivalent in relation to project management or business administration

· Basic IT qualification e.g. ECDL/CLAIT/Microsoft Office 365
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	Knowledge, Skills and Experience 
Required
	Please mark which are Essential or Desirable 
	E/D

	Knowledge

· Considerable knowledge of operational procedures, systems and information requirements within NHS and/or social care

· Considerable knowledge of financial administration processes, procedures and systems
· Understanding of Personal Health Budget legislation, processes, procedures and systems
· Understanding of relevant social care legislation (For example Care Act 2014)
· Knowledge of employment law and practices
Skills
· Exceptional communication skills (verbal and written) with clients and staff of all levels
· Considerable analytical problem solving and judgemental skills
· Good IT skills
· Ability to work alone, dealing with conflicting demands, managing time appropriately
· Ability and willingness to self-develop and keep up to date with relevant procedural and legislative changes
Experience
· Considerable experience of relevant software packages (including Microsoft Outlook, Excel and Word)

· Experience of dealing with confidential, sensitive data 
· Substantial experience of working directly with members of the public

· Considerable experience of presenting information to different audiences to educate, motivate and persuade.
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	Vision and Values

	Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.
Our Priorities

We have two priorities:

· Priority one - The economy: Maximising growth and opportunity across Blackpool

· Priority two - Communities: Creating stronger communities and increasing resilience

Our Values

We aim to:

· Deliver quality 

· Be fair 

· Be accountable 

· Be compassionate 

· Be trustworthy 


	Equal Opportunities: 

We do our utmost to ensure that there is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.


