
	Post No. :
	9294    AP930                                      

	Post Title:
	Senior Business Support Officer

	Directorate:
	Adult Services

	Division:
	Adult Social Care

	Section:
	Business Support

	Reports To:
	4854/2742

	Location:
	Bickerstaffe

	DBS Status:
	None

	Grade:
	Grade G



	Role Purpose

	To work across all areas of Business Support; Direct Payments, Social Care Purchasing Team and Quality Assurance.



	
Main Duties and Responsibilities

	· To work flexibly across Business Support; Direct Payments, Social Care Purchasing Team and Quality Assurance.
· Contribute to team working, providing training, support and guidance to team members.
· To develop new and improve existing processes to encourage best use of resources.
· Investigate and resolve escalated or complex enquiries on behalf of the team.
· Liaise with external care providers, social care teams, clients and their representatives to maximise the number of care package needs fulfilled as quickly as possible.
· Undertake system amendments to ensure financial information and payments due to care providers and direct payment clients are accurately calculated.
· Oversee the payment process for non-residential care providers, Direct Payments and Personal Health budgets.
· Work with external system developers to maintain and/or improve functionality of the purchasing web and other bespoke systems.
· Reconcile payments made and recouped in relation to Direct Payments and Personal Health Budgets.
· Assist in performance monitoring activities on a team and individual basis.
· Promote the Direct Payment service at internal meetings and at public events.
· Assist with the management of payment files and investigation of invoice discrepancies.
· Assist in sourcing and paying for ad-hoc services on behalf of social work teams.
· Assist in updating policies and procedures to ensure compliance with most current legislation and practices.
· Supervising and managing workload distribution in the absence of the manager.
· To conduct home visits in relation to Direct Payments to resolve identified issues. Checking escalated audits and dealing with complex enquiries.
· To keep up to date with legislative and procedural changes which may affect service provision and the personalisation agenda.



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

	GSCEs/NVQ2 or equivalent qualification to include Maths and English
NVQ3 or equivalent qualification in Business Administration
Management Qualification e.g. ILM3 or commitment to complete in 12 months
	E
E
E



	Knowledge, Skills and Experience 

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

	Knowledge
•	Substantial understanding of the processes in social care and external care provision.
•	Considerable knowledge of legislation relating to the disclosure of personal information (GDPR/Freedom of Information Act).
· Considerable knowledge of legislation relating to Adult Social Care (For example, Care Act 201

Skills
· Advanced ability in operating complex ICT systems e.g. Mosaic, Social Services IT system, including Microsoft Office.
· Excellent analytical and problem solving skills, with an ability to identify issues/requirements generating creative, effective solutions. 
· Excellent communication skills both verbally and written, providing information suitable for the intended audience.
· Excellent numeracy skills, incorporating consistent excellent levels of accuracy.
· Excellent organisation and time management skills with ability to manage different tasks simultaneously.

Experience
· Considerable experience of working in a demanding office environment.
· Considerable experience of resolving problems and implementing positive solutions. 
· Substantial experience of working directly with members of the public.
· Experience working with Direct Payment recipients and representatives.
· Experience of working within Adult Social Care.
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	Vision and Values

	Blackpool might not be the biggest and the brightest but it isn’t without its challenges. We have major social and health issues to deal with, whilst needing to develop and innovate so our town meets the changing desires of modern day audiences.
We need to take advantage of other opportunities - in fields like energy generation - with the same vigour our predecessors had, when building iconic attractions such as the Winter Gardens, the Tower and Tower Buildings, the Pleasure Beach, and of course the true one-off that is the Blackpool Illuminations.
Our vision for Blackpool is that it will be:
“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 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 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.
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