

	Competency Based Job Profile Band 5-8



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Adults and Community Services
	SERVICE GROUP: Operational Services

	POST TITLE:  B.E.S.T. Enablement Coordinator
	REPORTS TO: Home Care Manager

	GRADE:  Band 7-8   SCP 21-28
	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.  Please see the separate guidance information on how to complete the form located on Bradnet. 
	Key Purpose of Post: 

	To supervise and support a team of staff to ensure that the front line Bradford Enablement Support Team service provided by the Council is delivered in accordance with all relevant Departmental guidelines and policies, National Care Standards and the principles of Best Value.



	Main Responsibilities of Post: 

	1. To organise staff rotas and allocate staff hours to ensure efficient and effective service delivery for B.E.S.T and B.E.S.T. Plus and to provide short term cover for other Enablement Coordinators when they are unavailable.
2. To convene team meetings and provide weekly written information ensuring that staff are given information on a timely basis, including information from service managers and information from the central briefing meetings and to accurately record the outcomes of all meetings. To participate in staff meetings and support positive communication between team members, other agencies, families and carers with regard to care packages.
3. To undertake visits to service users (introductory, routine or prompted by feedback from staff) ensuring that electronic records are updated and the outcome of the visit is recorded appropriately, and ensuring that routine visits are maintained within the specified frequency. To monitor the quality of service delivery, through visits to clients and staff observations.

4. To arrange with the Occupational Therapy section for the provision of aids and adaptations to assist with daily living.

5. After relevant training to act as a QAF Assessor to support Home Care Assistants to obtain relevant diploma qualifications in line with departmental and national targets and to maintain ongoing training records.

6. To monitor and authorise weekly timesheets of Home Care Assistants, ensuring accurate completion, and to deal with payroll queries and day to day staffing issues (including timesheets of agency workers working as part of the team). Completing/authorising the necessary paperwork (variation sheets, timesheets etc.) to ensure accurate income generation and to assist in delivering the service within the financial constraints to ensure the correct levels of planned and delivered care are recorded and service users are charged in line with Charging Policy
7. To report sickness and authorise annual leave for Home Care Assistants in line with Department guidelines, and to contribute to managing attendance at work following departmental policies and procedures. This will include maintaining accurate records of sickness absences of team members, interviewing staff on their return to work and completing the paperwork required to monitor attendance at work. Any prolonged or frequent absences should be brought to the attention of the appropriate Home Care Manager.

8. To request equipment (e.g. personal care gloves, aprons, stationery, corporate work-wear etc.) for use by Home Care Assistants ensuring sufficient supplies and that comprehensive records of issue and usage are maintained.

9. To undertake the initial investigation of insurance claims regarding damage to service users property and to collect information relevant to complaints by service users as requested by the Home Care Manager.

10. To complete and maintain statistical information, as required, regarding staffing, service delivery and service users.

11. To participate in out of hours arrangements to both provide information and support to staff and if necessary to provide emergency “hands on” cover if no other cover can be obtained.

12. Will participate in the induction of new starters by the completion of the Care Certificate required by Skills for Care and will assist the Home Care Manager in ensuring that staff are competent to deliver care as defined within the CQC standards and the B.E.S.T. plus service. 

13. Assisting the service to further “Promoting Independence” targets by enabling staff to encourage service users to maximise their abilities and maintain an appropriate level of self care.
14. To comply with the Authority’s rules and regulations relating to Health and Safety at Work and completing risk assessments and communicate to the staff team.

15. Will ensure that the provisions of the Data Protection Act and Information Security are met at all times.

	Structure:
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	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 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. 
	x

	Gives praise, recognition and support to others
	x

	Works effectively and to deadlines
	x

	Safeguarding and Promoting 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

· Acting within local procedures, arrangements and resources

Aware of own limits and boundaries and others roles.
	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
	x

	Effective communication and engagement with adults and carers. 

Building Trust and Establishing relationships to meet their cultural, religious, language and health needs
	x

	Be able to manage risk and undertake risk assessments to support service user safety
	x

	Develops high standards and strives for success
	x

	Demonstrates appropriate & timely communications skills
	x

	Links performance and prioritisation to service delivery
	x

	Supports and encourages staff to meet performance needs
	x


	Relevant experience requirement: Will be used for shortlisting


	Minimum of 4 years experience of working within the care sector.



	Relevant professional qualifications requirement: Will be used for shortlisting


	QAF Diploma or Level 2 in Health and Social Care is essential for the post.



	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: 
 

	 NWOW applies. 
Enablement Coordinator rota to cover the needs of the service from 7.00am to 22.00pm including weekends and bank holidays.  Must a full UK driving licence.
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: 

	Enhanced DBS check

Legally eligible to work in the UK
Must hold a full UK driving licence

	Compiled by: 
Pat Cole
Date: 17/01/17
	Grade Assessment Date:23/02/16

	Post Grade:   Band 7 – 8
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