

	Competency Based Job Profile Band 5-8



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: 
Adult and Community Service
	SERVICE GROUP: 
Operations

	POST TITLE:
 Resource Planner
	REPORTS TO: 
Resource Planner 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 short listing. 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 provide communication, coordination of care, operational system data maintenance and provide system and business support for the Bradford Enablement Support Team (B.E.S.T.).

· To provide a first point of contact for Home Care support staff to arrange/adjust home care scheduling and provide information to the Department and partners on B.E.S.T. either in a community or hospital setting taking calls which can be complex in nature.

· Supporting the Bradford Enablement Support Team service delivery in accordance with all relevant Council & Departmental guidelines and policies and C.Q.C. National Care Standards. Providing an accurate and knowledgeable, user friendly information system, enquiry and advice service through continuous service development. Support with mobile device set up, problem management, and continual training requirements.


	Main Responsibilities of Post: 

	1. Arrange the provision of Bradford Enablement Support Team and associated services to meet the assessed needs of users and their carers.  To include the processing of wider referrals to support self care.

2. Place new cases in work programmes for B.E.S.T. staff and ensure that staff are informed accordingly.  The matching of appropriate staff with individual service users (and carers) based on assessed needs, will be a central aspect of this process, operated through the B.E.S.T. operational system. Including making adjustments to staff work programmes responding to changes in service provision, absence of staff and colleagues due to leave/sickness maximising the utilisation of staff contracted hours.
3. Inform staff of the assessed needs of service users (and their carers), the tasks to be undertaken as part of the agreed care plan, the service users preferences, values, required goals and outcomes of both the care plan and service plan, along with health and safety risks associated with undertaking these tasks, supported by the Home Care Senior and the community support electronic roistering system.

4. To be fully conversant with relevant on-line computer systems, both operational and corporate, in order to provide accurate, timely and high quality holistic information, advice and scheduling service to B.E.S.T. staff and to provide information to customer enquiries regarding service delivery to all stakeholders.
5. To support the Home Care Management Team in the day to day running of the scheduling and monitoring function. Provide an efficient service to maintain the electronic scheduling system and monitoring information for the B.E.S.T. service, including the production of management information reports to monitor service provision. 
6. Respond effectively to telephone and other enquiries regarding the provision of community support services.  This will include receiving and responding to service provision concerns in accordance with procedures. Carry out multiple activities and prioritise while maintaining a focus on the customer
7. To liaise with and work alongside other services, departments and agencies, as appropriate being familiar with the electronic social care information systems.

8. To maintain accurate records and data entry to the community support care operational system including service exceptions when notified from community support staff such as extended visits, aborted calls etc. Comply and operate with the Council’s Customer Care and Complaints procedure.  
9. To maintain the community support operational system with current staff and service user information to include effective communication to all appropriate staff and service users/carers where updates are required. Maximising staffing hours appropriate to service delivery.
10. Process and record staff sickness, annual leave, bank holidays after authorisation from the supervisor/manager with the exception of emergency leave. This will include the data entry of all appropriate information into the community support operational system, and the completion of all relevant documentation.
11. To participate and undertake the full duties including out of hours and bank holiday cover outlined in any appropriate duty rosters associated with the community support operational system. Supporting service users/carers, staff and social/health care professionals.

12. Work flexibly prioritising own workload, participating in any other task as directed by the Service Manager.
13. To be aware of and adhere to the six Caldicott Principals and comply with Information Security policies and procedures. At all times working in accordance with the Data Protection Act and the Councils corporate and departmental policies and procedures when dealing with sensitive information. Ensure the provisions of the West Yorkshire Safeguarding Procedures are met at all times.

14. To participate in and provide training and development activities as necessary to ensure up to date knowledge, skills and continuous development relating to the scheduling service and mobile device. Completing relevant data for audit purposes.
15. To comply with the requirements of all Bradford Council policies, procedures and staff instructions, including responsibilities under the Health and Safety Policy and Procedures and support Bradford Council’s Policies on Equal Opportunities working in an anti-oppressive manner. 


	Structure:
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	Special Knowledge Requirement. Will be used for short listing. 

	
	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

	Communicates honestly and effectively with customers and colleagues, seeking and responding to view.
	x

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

Work. 
	x

	Uses a range of complex IT packages relating to area of work. Shows resilience under pressure and in the face of change.
	x

	Is open to new ideas and adapts working practises to adopt continual improvement and suggest ways of working more efficient and effectively, to improve service delivery and encourage other to embrace change.
	x

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

Information. Acts with courtesy and professionalism at all times and is a positive representative of the council
	x

	Able to establish the needs of the customer using appropriate questioning techniques and listening skills and uses them to implement solution assimilate and apply complex and detailed information and relay it to customers and colleagues.
	x

	Demonstrate understanding of the organisation BEST its role in the communities and what it has to offer customers. Work flexibly to accommodate the needs of the service managing own workload and work effectively within a team.
	x

	Able to control and direct interactions with customers to effective resolution in a timely way promote the organisation and exceed customer expectations. Carry out multiple activities and prioritise while maintaining a focus on the customer.
	x

	Able to use standard IT packages to undertake word processing activities and produce documents, reports, agendas etc e.g. Microsoft Word. Works within the Data Protection Act and the Councils confidentiality requirement when dealing with sensitive information, maintaining records/documentation securely.
	x


	Relevant experience requirement: Will be used for short listing


	Two years experience in an office environment

	Experienced team worker

	Accurate keyboard skills

	Excellent organisational skills

	Good communication skills

	Customer focus

	Relevant professional qualifications requirement: Will be used for short listing


	Three GCSEs at A-C to include Maths, and English or equivalent qualification.

	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 including NWOW and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  To work a rota that includes early and last shifts covering 5 over 7 days between 7am to 10pm, meeting the needs of the service including Bank Holidays.

	Special Conditions: 

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

such as DBS, Warner Process.

	

	Compiled by: 
Angela Greenhough
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