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Job Outline


	Post No. :
	3954/6108/8660
As per Vision HR system if existing post

	Post Title:
	Care Liaison and Purchasing Officer

	Directorate:
	Adult Services

	Division:
	Adult Social Care

	Section:
	Social Care Purchasing Unit

	Reports To:
	Post 4854 Team Manager

	Location:
	No 1 Bickerstaffe Square

	DBS Status:
	

	Grade:
	D


	Role Purpose

	Co-ordinate residential, non-residential and respite care services on behalf of all teams within Adult Social Care. Liaise with external and internal care providers to maximise care available by ensuring information is gathered and recorded correctly and relevant details are shared swiftly.

Update systems to record commissioning outcomes and costs.

Take responsibility for maintaining the accuracy of system records in relation to care commissioned. Record requests for residential and nursing care to explain during attendance at the Quality Monitoring Group.
Liaise with:

· Social Work teams regarding care information and offers of care

· Social Care Benefits team regarding financial assessments and payments to residential homes

· Systems teams regarding purchase system requirements

· Contracts team regarding care home contract rates

· Payment and Purchasing Coordinator for non-residential payments


	Main Duties and Responsibilities

	· Work in collaboration with Social Work, other internal teams and external care providers to arrange care and changes to care packages as quickly as possible to minimise hospital discharge delays and keep people safe
· Provide advice to service users, families and carers regarding booking of respite services, monitoring the budget allocation.
· Actively contribute to team and section meetings, providing improvement suggestions
· Respond to general and payment enquiries from fieldworkers, colleagues, service users and families
· Undertake system updates and data amendments to ensure personal, care and financial information is accurate, necessary documents are issued and payments due to Providers are accurately calculated and paid on time
· Contribute to internal audits to ensure compliance with Council policies and procedures

· Assist with system testing and participate in training following IT changes/upgrades to verify existing functionality and/or exploit new functionality

· Attend Quality Monitoring group to support managers, recording and managing information submitted to and emerging from discussions and decisions in relation to residential care, liaising with Contracts and System teams
· Manage incoming work to correctly prioritise outstanding items, supporting assessing professionals through the purchase process and monitoring accuracy of information
· Update procedures to ensure compliance with most current legislation and practices
· Monitor the integrity of data input via the core Adult Social Care system and other internal systems

· Refer to external agencies to ensure necessary equipment is in situ to facilitate the care package


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

	GCSE s, NVQ2, Level Diploma or equivalent qualification, including English Language and Mathematics
ECDL/CLAIT or equivalent IT related qualification
	E
D


	Knowledge, Skills and Experience 
Required
	Please mark which are Essential or Desirable 
	E/D

	· Ability to learn and operate complex ICT systems e.g. Frameworki/Mosaic (Social Services core IT system).

· Knowledge of adult social care and external care provision.

· Considerable knowledge of legislation relating to the disclosure of personal information (Data Protection Act/Freedom of Information Act).

· Knowledge of legislation relating to Adult Social Care (For example, Care Act 2014)

· Considerable analytical and problem-solving skills, with an ability to identify issues/requirements generating creative, effective solutions. 

· Good ICT skills and the ability to maximise computer system functionality.

· Excellent communication skills both verbally and written, providing information suitable for the intended audience

· Good time management skills with the ability to organise and prioritise own work to maximise performance.
· Good numeracy skills, incorporating consistent excellent levels of accuracy
· Ability and willingness to work flexibly to meet the needs of the service

· Considerable experience of working in a very demanding office environment.

· Experience of working closely with internal and external customers and professionals

· Considerable experience of working with a range of software applications including MS Office

· Experience of resolving problems and implementing positive solutions 
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	Vision and Values

	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 are accountable for delivering on the promises we make and take responsibility for our actions and the outcomes achieved

· We are committed to being fair to people and treat everybody we meet with dignity and respect

· We take pride in delivering quality services that are community focussed and are based on listening carefully to what people need

· We act with integrity and we are trustworthy in all our dealings with people and we are open about the decisions we make and the services we offer

· We are compassionate, caring, hard-working and committed to delivering the best services that we can with a positive and collaborative attitude


	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.


