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	Competency Based Job Profile Band 5-8 Sept 16



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Health and Well Being
	SERVICE GROUP: Adults 

	POST TITLE: Independence Advisor
	REPORTS TO: Team Manager/ Senior Independence Advisor

	GRADE: 5 to 7
	


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.

For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
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: 

	1. To provide a personal, first point of contact for Adult Services Health and Wellbeing Department, following the principles of Home First to all customers, both general public and professionals requiring assistance with personal care, caring responsibilities, equipment solutions, safeguarding concerns or information and advice on statutory and voluntary agencies and other local activities.

2. To ensure that strength based motivational approaches are used to ensure the wellbeing and wellness of individuals. To encourage service users to self-care and support healthier lives.

3. To be aware of performance in using strength based approaches, motivational interviewing and coaching techniques signpost callers to a range of resources including universal services, through to specialist commissioned provision.


	Main Responsibilities of Post: 

	1. In collaboration with area and specialised operational teams provide frontline services to vulnerable citizens in a timely manner. Promote health, wellbeing, social care, support and guidance. To operate within the legislative frameworks and guidance including the Care Act 2014.To be based within a range of social and integrated health and social care settings.  

2. To screen calls for safeguarding concerns to ensure vulnerable adults are safeguarded and protected, these calls will gather information to determine if it merits a section 42 investigation. They will make referrals using the Herbert Protocol to West Yorkshire Police and West Yorkshire Fire Service Home Safety Checks. To be aware of the Mental Capacity Act and take referrals for DoLS. Knowledge and ability to report suspected crimes, including Modern Slavery and Human Trafficking and Serious Crime (FGM). To have knowledge of NRPF and entitlement to service. 

3. To screen telephone calls, faxes and emails on behalf of qualified and unqualified colleagues within the Health and Wellbeing Department and pass this information on in a timely and accurate fashion. 

4. To screen telephone calls this may be of a distressing, challenging or complex nature and record accurate information including personal and intimate details in a range of electronic systems. Dealing with these enquiries sensitively and in accordance with the principles of GDPR. Some calls may require staff to stay beyond their normal working hours.  

5. To ensure that appropriate adult social and health care is co-ordinated by liaising with customers, Council Departments, NHS Departments, voluntary agencies, independent providers, families and carers. To facilitate initial assessments to enable people to receive services.
6. To be compliant with the Accessible Information Standard in collecting, recording and flagging service users accessible information needs and sharing this information with NHS colleagues and commissioned services.

7. To represent the Council, acting on own initiative within existing guidelines in all dealings with potential or existing service users, carers and professionals.

8. To maintain knowledge of all relevant legislation and policies and to support, mentor and induct new staff.
9. To operate integrated health and social care systems, to record relevant information in an accurate and timely manner and in accordance with Departmental, Corporate and professional requirements.

10. To conduct face to face interviews with service users and/or their families or carers, in a clinic setting or the corporate call centre or hospitals, using a computer based structured assessment tool to identify whether equipment will support their independence or care.

11. To use information systems and contact and other services, departments and agencies to answer general enquiries and to provide an advice and referral service to customers.

12. To assist in the development and promotion of the Corporate Customer Services Strategy and associated policies.

13. To be aware of the telephony monitoring systems, including call recording and to use these effectively to manage telephony pressures using the large display screens.

14. Operate within the policy and guidelines of the Councils Information Security policies and procedures. To comply with the Departments policy on current Health and Safety legislation.

15.  To maintain a range of current information on statutory, commissioned and voluntary sector services. This information can be passed verbally, using the postal service or electronically.

.


	Structure:




	Special Knowledge Requirement. Will be used for shortlisting. 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet either the Lower threshold level – where the person is able to demonstrate that they can during the interview: 

a) Use a wide range of simple words and a standard English sentence structure to express much of what they want to.          

b) Maintain a conversational flow even though they pause to think of the correct words or sentence structure in order to express themselves. 

or the Advanced threshold level (which will be implemented where the post requires a greater level  of sensitive interaction with the public e.g. in children’s centres) – where the person is able to demonstrate that they can during the interview:
a) Can express themselves fluently and spontaneously, almost effortlessly

b) Only the requirement to explain difficult concepts simply hinders a natural smooth flow of language 
	

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of work
	

	Uses a range of complex IT packages relating to area of work
	

	Awareness of GDPR regulation data and data security protocols 
	

	Collects and interprets a range of information from simple to complex
	

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

working more efficient and effectively to improve service delivery.
	

	Knows and understands how to use, interpret, handle and communicate

information
	

	Please add up to five additional knowledge requirements specific to the post.
	

	Safeguarding and Promoting the welfare of Adults which requires: - understanding what harm or abuse is, recognising it and responding to it proportionately, assessing risks and emotional resilience, reflecting and making informed judgements. Acting within local procedures, arrangements and resources. Aware of own limits and boundaries and others roles. Be able to manage risk and undertake risk assessments to support service user safety.
	

	Demonstrate an understanding of the duties and responsibilities that underpins the work of Adult Services.
	

	Partnership Working – Working with others within the service and external partners to put adults 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. Knowing your responsibilities and others roles and joint procedures. Carries out effective communication and engagement with adults and carers. 
	

	Gather and Share information appropriately to ensure the safety and wellbeing of Service Users. Knowing the limits of consent and confidentiality including the Data Protection Act. Distinguishing fact from opinion, appraising information and identifying gaps. Being open and honest about information sharing with adults and carers. Writing reports clearly and ethically
	

	To use a range of tools to assist with people getting access to services.
	

	Relevant experience requirement: Will be used for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet either the Lower threshold or Advanced threshold level outlined under Special Knowledge above.  

	Demonstrable Experience of working in a caring setting or of acting in a caring role or of working in a voluntary sector community provider, or customer care setting.

	

	Relevant professional qualifications requirement: Will be used for shortlisting


	None

	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: 
 

	· Working in line with the CBMDC New Ways of Working policy.
· Must be able to work evenings, weekends and bank holidays as required by the needs of the service.
· The normal pattern of working would be five days over a seven-day period.

           This does not apply to those staff employed prior to 1 April 2014.

 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: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS.

	

	Compiled by: Callum Liburd 

Updated: December 2022
	Grade Assessment Date:12 November 2018

	Post Grade: Band 5, 6, 7


