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	Competency Based Job Profile Band 5-8



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Adult Social Care and Health
	SERVICE GROUP: People Commissioning

	POST TITLE: Direct Payment Brokerage Officer
	REPORTS TO: Support Options Manager

	GRADE:  Band 7
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	Support service users and their families across Adult and Community Services and 
Children’s Services who have opted to receive a Direct Payment, for example by 

helping Direct Payment recipients to recruit support workers/contract with support 
Providers.

Support the growth and development of Direct Payments and Individual Service Funds

in the Bradford District, through supporting the delivery of training, providing support
and advice to social work colleagues and at promotional events.

Support the development of procedures, policies and guidance in relation to Direct 

Payments and Individual Service Funds.



	Main Responsibilities of Post: 

	· Provide information and support to customers choosing to take all or some of their personal budget as a Direct Payment.  Support Service users and their families to source appropriate community services, including, but not limited to, preventative services, domiciliary care, leisure/lifestyle and day/respite support services, and where required establishing provision. Working to ensure best value for money for the customer and the council.

· Participate and contribute to the regional Direct Payment group

· Collect information regarding what customers are choosing to spend their personal budget on and the capacity of the market, and to pass this on to the appropriate commissioners and contract staff in the commissioning team.

· Providing advice and information to support planners, clients and carers regarding the availability and price of services.

· Working on the customer’s behalf to source innovative and imaginative care solutions which suit the individual’s needs and care requirements and supporting service users to negotiate a price and contract.

· Providing information regarding the customer’s legal administrative responsibilities in relation to Direct Payments, (including advice about tax, payroll, VAT, data protection, insurance, etc.) signposting to other organisations where appropriate.

· Providing guidance on how customers can negotiate buying services themselves and signposting to agencies that may be able to provide support.

· Maintaining client databases, inputting accurate data onto the system. 

· Collecting and recording information on what services are available across the district and supporting the development of Connect to Support Bradford District and the use of Connect to Support by support planners, brokers and service users. 

· Responding quickly and appropriately, following the agreed Departmental procedures, to information which suggests a service user may be ill or at risk.

· Observing and abiding by legislative requirements with regard to data sharing, data protection and confidentiality, the Care Act and the Children and Families Act
· To work closely with the social workers and other Council staff regarding Direct Payment contract monitoring / contract compliance. 
· To work closely with other Commissioning staff to ensure effective communication exchange to support research, supply mapping, and the outcome of contracting, and to inform the strategic direction of commissioned services.

· To support Direct Payment training for providers and professionals within Adult and Community Services and Children’s Services.  To assist smaller providers in being able to meet the requirements of the Commissioning Team.

· To undertake any other duties as required which are appropriate to the work of the Commissioning Team which are commensurate with the levels of the post and bearing in mind the developing nature of the service.


	Structure:
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	Special Knowledge Requirement Will be used for shortlisting             Essential

	Due to the Government’s Fluency in English for posts where employees speak directly to members of the public the postholder is required to meet the Advanced threshold level which will be applied where the postholder requires a greater level of sensitive interaction with the public. 

You must be able to demonstrate that you can express yourself fluently and spontaneously (this will also be tested during the interview).

	x

	Able to safeguard and promote the welfare of Adults.

This requires understanding what harm or abuse is.  Recognising it and responding to it proportionately.

· Assessing risks and emotional resilience

· Reflecting and making informed judgements
	x

	Demonstrate an understanding of and ability to work within the duties and responsibilities that underpins the work of Adult Services, with particular reference to options for personal budgets including Direct Payments, and work flexibly to accommodate the needs of the service.
	x

	Able to support services with process changes and recognise how organisations can work together to improve service delivery, acting within local procedures, arrangements and resources, aware of own limits and boundaries and others roles.
	x

	Able to assimilate and apply complex and detailed information and relay it to customers, including information about Direct Payments, employment of personal assistants, payroll services and employment advice services.
	x

	Apply anti discriminatory practice and approaches in day to day interaction with colleagues and clients, challenging bias, prejudice and intolerance and able to understand and act to support community engagement and cohesion through acting to secure equitable access to services.
	x

	Demonstrate how to put person-centred values into practice in a way that promotes the values of individuals and to plan for their future well-being and fulfilment, including knowledge and understanding of the personalisation agenda and personal budgets.
	x

	Able to work in partnership with others within the service and external partners to put customers and carers at the heart of decision making.

· Communicating well, sharing appropriate, succinct, objective information and analysis to aid joint decision making

· Being proactive, persistent and prepared to challenge and be challenged 
	x

	Ability to adopt a process of continual improvement and suggest ways of

working more efficiently and effectively to improve service delivery.
	x

	Uses a range of IT packages relating to area of work, including web based social care directories and resources
	x

	Knows and understands how to use, interpret, handle and communicate information.
	x


	Relevant experience requirement: Will be used for shortlisting


	Experience of inter-agency working, including experience of delivering successful consultation processes with other organisations and/or service users.  

	Experience of carrying out successful project management and evaluation activity.  

	Knowledge of the legislative framework associated with Direct Payments and Personal Budgets

	

	Relevant professional qualifications requirement: Will be used for shortlisting


	Educated to Level 2 of the Regulated Qualifications Framework e.g. NVQ Level 2, GCSE grade A* - C, Skills for Life Level 2


	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 
 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	A Disclosure and Barring Service check is required for this post.

	

	Compiled by: MK
Date: May 2017
	Grade Assessment Date:


	Post Grade: 7
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