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Job Outline


	Post No. :
	64

	Post Title:
	Direct Payments Caseworker

	Directorate:
	Adult Services

	Division:
	Adult Social Care 

	Section:
	Business Support – Direct Payment

	Reports To:
	Direct Payment Team Manager 

	Location:
	Bickerstaffe House

	DBS Status:
	Enhanced

	Car User:
	Casual

	Grade:
	Grade F


	Role Purpose

	To act as a point of contact for children and adults to access care and support through a Direct Payment.

Visiting people at home and working with clients, their families and external organisations to support them in making choices and arrangements to meet their assessed care needs. Providing advice and guidance in relation to statutory obligations and record keeping.
Monitoring and managing client financial information to audit spend.


	Main Duties and Responsibilities

	· Work directly with vulnerable service users from all client groups using a broad and wide ranging specialist knowledge of all areas.

· Daily contact via phone, e-mail and face to face with service users, their representatives, internal and external partners.

· Liaise with social care professionals to determine suitability for Direct Payments.

· Plan interventions and actions for cases assigned, and provide standard interventions such as advice, guidance and direct support to service users.

· 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 Direct Payments.

· Signpost clients for welfare benefit checks and/or independent financial advice.

· Provide considered advice and support about Direct Payments to clients, their representatives and associated professionals to inform decision making.

· Contribute to team working, assisting with the training and support of Finance Assistants and more junior, auxiliary and/or voluntary staff.

· Gather information and liaise with colleagues from other agencies on day-to-day matters.

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

· Provide statistical information from system records
· Promote the Direct Payment service at internal meetings and at public events.

· Interrogate, record and maintain data on the core social care IT system ensuring the accuracy and availability of records


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

	· Educated to GCSE standard or equivalent, including Maths and English 
· ECDL/CLAIT
	E
D


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

	· Considerable knowledge of financial administration processes, procedures and systems
· Substantial experience of relevant software packages (including Microsoft Outlook, Excel and Word)
· Understanding of Direct Payments processes, procedures and systems
· Understanding of relevant social care legislation (For example Care Act 2014)
· Knowledge of employment law and practices
· Demonstrable time management and organisational skills to meet conflicting demands and deadlines
· Excellent communication skills (verbal and written) with clients and staff of all levels
· Analytical problem solving and judgemental skills
· Ability to deal with conflicting demands, managing time appropriately
· Experience of dealing with confidential, sensitive data 
· Experience of direct contact with members of the public
· Ability and willingness to self-develop and keep up to date with relevant procedural and legislative changes
	E

E

E
D

D

E
E
E

E

E

E
E


	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.


