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Job Outline


	Post No. :
	POST00003079      JET489                                                    

	Post Title:
	Transfer of Care Co-ordinator (Home Care)

	Directorate:
	Adults 

	Division:
	Care & Support – All Age Services

	Section:
	Home Care and Reablement Service

	Reports To:
	Home Care Operational Business Manager

	Location:
	Phoenix Centre

	DBS Status:
	Enhanced check with an Adults and Children Barred list check

	Grade:
	Grade E


	Role Purpose

	· To support the referral pathway in to the service and allocate/deploy staff resources through an electronic staff rota system to meet the demands of provision.

· To oversee the Transfer of Care coordination for the Home Care Service in line with best practice and current guidance liaising with internal and external stakeholders.
· To support the administrative functions of the service.


	Main Duties and Responsibilities

	· To provide operational coaching and mentoring support to the Operational Business Administration function.

· To facilitate daily meetings (Huddles) to identify current priorities and co-ordination of transfers of care across the service.
· To update rota systems to meet the referral requirements.
· To liaise with internal and external stakeholders.
· To update reporting systems linked to funding streams including data reviews directly associated with transfers of care. 
· To utilise reporting systems to identify discrepancies in care currently provided and advertised and communicate updates to Social Care Purchasing Unit (SBPT)
· Ascertain transfer of care priorities and liaise with SCBT in identifying external provision.
· Identified link person to liaise with the Transfer of Care Hub and respond to the Criteria to reside data and daily pathway updates.
· To deputise for the Operational Business Manager, as and when required.
· Facilitate rota planning for frontline staff work programmes using the electronic rota system
· Use electronic system to allocate visits for frontline staff

· Liaise with service users/carers
· Answer  phone calls relating to the service 
· Receive queries from carers and other professionals both internally and externally and allocate to appropriate operational support/Duty Manager.
· Keep accurate and up to date records.


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

	· Level 2 Qualification in Health & Social Care or equivalent or commitment to work towards and complete within 18 months

· Care Certificate or commitment  to work towards and complete within first 6 months as part of the Employment Probationary Period
	E
E


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

	Knowledge

· Considerable knowledge of the Care Act

· Considerable understanding of the CQC regulations and standards

· Considerable knowledge and understanding of service specific guidance and legislation
· Considerable knowledge of Health & safety in the workplace

· Knowledge of client information systems (MOSAIC/STAFFPLAN or equivalent)

Skills

· Good communication skills, both written and verbal 
· Good ICT skills
· Ability to meet deadlines
· Ability to prioritise work load on a day to day basis
· Working as part of a team and own initiative
Experience 
· Considerable experience of working with ICT applications including financial procurement systems.
· Considerable experience of working in a social care setting (office/front line)

· Considerable experience of working in multi-disciplinary diverse health and social care arena
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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 aim to:

· Deliver quality 

· Be fair 

· Be accountable 

· Be compassionate 

· Be trustworthy 


	Equal Opportunities: 

We do our utmost to ensure that here 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.


