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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Review Manager


	POST NUMBER:  SCSAD195 SCSAD217            SCSBR055

SCSHD035            SCSHD030

	REPORTS TO (Job Title):  


	Senior Practitioner / Assistant Service Manager

	DEPARTMENT:   Adult Services

	GRADE: 8

	JE REF:
	0460
	PANEL DATE:
	190810

	1.
	MAIN PURPOSE OF JOB 

The purpose of the job is to review and re-assess the needs of adults receiving a community care service provided by the council.

The main objectives of the job are:

· The reviewing of social care packages and placements for adults.

· To carry out the annual re-assessment of need and determine the Eligibility for services.

· To take responsibility for determining  reductions or increases in level of support as a consequence of the Customers assessment of needs.

· To promote the provision of high quality services to adults.
· To Contribute to the quality monitoring of services.
In carrying out any or all of the following tasks the post holder will be expected to pay due regard at all times to the Council’s stated policies relating to customer service and equal and fair treatment for all customers and employees.  The post holder will be expected to carry out any reasonable task required which falls within the scope of the purpose of the post. 



	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:

	
	i
	To undertake the reviews and annual re-assessments of adults (including parents with disabilities) and their carers against eligibility criteria in compliance with legislative requirements, professional standards and corporate policy and procedure.

	
	ii
	To lead and coordinate multi-disciplinary assessments/ review meetings. 

	
	iii
	To undertake individual care planning and develop appropriate care packages through consultation with service users, carers, care providers, other care professionals and advocates.

	
	iv
	To be able to negotiate with customers and/or their relatives and to increase or decrease the level of service where identified needs have changed.

	
	vi
	To negotiate and contract with internal and external providers for services to meet assessed needs.

	
	vii
	To maintain accurate records about customer needs and service activities in written and electronic format.

	
	viii
	To arrange and chair meetings, minute the meeting, produce a plan, and provide feedback to the appropriate manager.  

	
	ix


	To monitor the current service provision via the customer records to ensure that the customers needs are being met and the service is being provided as required. To ensure that this is in line with the contracted service.

	
	x
	To establish and maintain close working contact with other members of the integrated team and other service providers in order to negotiate successfully care packages and to provide good customer service.

	
	xi
	To undertake such other duties as may be required from time to time within the general scope and commensurate with the grade of the post.

	
	xii
	To record and highlight any identified service deficiencies and address any unmet needs in the planning process

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Number of staff reporting to jobholder and  nature of supervision 

eg full line management responsibility or day to day supervision of work 

Direct:    0                          Indirect: 0



	4.
	CREATIVITY & INNOVATION

· A high level of creativity and innovation is required in providing a person-centred service, exploring different ways of meeting individual needs against eligibility criteria and tailoring care plans, which are subject to resourcing constraints.

· Creativity is necessary in the assessment of individual needs and translating these into a care plan, determining what services are available and needed and how best to make the plan work. 

· The jobholder needs to monitor established processes continually to meet the needs of  Adults, assessing risk and ensuring efficient service provision and improvement.

· Innovative approaches are frequently required establishing a balance between the service user and the carer e.g. creating opportunities to assess separately where there is conflict, involving external advocates, other care managers, etc.

· Dealing with vulnerable service users means that the job holder is presented with problems which are unique and complex for which there are no generic or textbook responses.  The jobholder must find innovative solutions which meet the needs of service users using their professional skill, judgement and knowledge of community care legislation. 


	5.
	CONTACTS & RELATIONSHIPS

Internal  Regular contact with staff in all the Council’s directorates about social care issues is required, to access relevant services and to advise on customer groups. The jobholder has regular contact with staff from the Finance department in regards to customers contributions, the Housing department in regards to re-housing issues, and the in-house Elderly persons homes in regards to day care, respite or long term placements. In addition they liaise regularly with city wide homecare services –  including the Reablement, Home Support and the Care Services teams. 

· Staff seek advice from the Senior Practitioner/ Assistant Service Manager and Service Manager to authorise any recommended action.
· Staff have regular contact with the Carer Strategy Manager for advice re current local and national policy; and service developments to improve the support and service to Carers
 External   Staff have regular contact with health professionals in hospitals and the Primary Care Trust and, in particular, with those psychiatrists, psychologists, physiotherapists, occupational, speech and language therapists and community district nurses who are part of primary care services. Job holders regularly have contact with members of the voluntary services – including Age concern, The Blind and partially sighted society, Wilberforce trust, The Salvation army, Advocacy services (OCAY), and York Carers Centre, in addition to large numbers of customers aged 18+ with a variety of needs. 



	6.
	DECISIONS – discretion & consequences

· Plans and prioritises own workload against the department’s and own work plan. Needs to respond rapidly to service users requiring urgent attention, analysing the problem and exploring available options and solutions.

· Subject to the requirements of community care law, the Council’s and nationally determined policies and procedures, the jobholder has discretion concerning the assessment of the needs of service users and carers and the provision of advice on the care of vulnerable adults, drafting care plans and implementing recommendations.

· The jobholder needs to use their judgement in assessing individual needs against eligibility criteria, determining risk and, where appropriate, seeking advice and authorisation before producing, implementing and monitoring care plans for vulnerable adult customers and Carers.

· The job holder needs to be aware of the Safeguarding Procedures and, as alerters, are expected to report any concerns to their line manager about any possible abuse or neglect concerns in order that immediate protection needs are considered.   
· The professional, emotional and practical support provided by review managers workers is rated highly by customers and Carers, if done well, and enhances the reputation of the Council as a service provider. It facilitates communication at all levels, improves relationships within families, can provide respite and support  to carers and furnishes new life opportunities, enabling service users and carers to have a better life and to contribute more fully to the community.

· Inappropriate support and advice could lead to claims and consequential financial and reputation risk for the Council.

· Review managers need to be able to respond rapidly to customers and Carers , analysing problems and exploring options and solutions


	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)

Description
Value

· Normal office equipment.

· Mobile phone




	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands

· The jobholder’s work is subject to constant review and he/she has to be able to prioritise their daily work schedule, work with conflicting demands, changing deadlines and requirements in order to meet customer/Carers demands and the Directorate performance targets.

·  Timely Reviews are a key priority and deadlines must be met. 

Physical demand

· Normal office environment. 

· Job holders need to be aware of the health and safety risks re: manual handling/ assisting with transfers and transporting equipment (wheelchairs / frames)   
Working conditions

· Normal office environment.
· Frequent home visits – conducted by review managers in the customers / carers homes (approx  x5 - 10 a week.)
· Staff can be exposed to dirty and unsafe working environments within Customers homes on occasion.

Work context

· Normal office environment. 

· Working with vulnerable people in distress or under stress, can present challenging/difficult situations.


	9.
	KNOWLEDGE & SKILLS

· A good understanding of people management and negotiating skills are required when dealing with customers, Carers and service providers. Job holders need to be aware of the conflicting needs that can arise between customers and their carers and negotiate accordingly with this in mind. 

· Staff must be able to analyse information and make sound, rational decisions.

	
	· An experience of assessing customer care needs, and previous experience of working in the adult care field is required.
· A clear commitment to the development and delivery of customer centred services.

· The ability to understand the need to follow procedures and policies with regard to confidential information.
· The ability to chair meetings, including the management and resolution of conflict.

· The ability to work effectively in a pressurised environment, meeting deadlines and prioritising workloads.

· Good inter-personal skills and the ability to operate within an inter-agency environment.

· Good standards of written and oral communication and the ability to communicate effectively with customers, carers, colleagues and providers.
· An ability to present information in report form, using IT skills.
· Good basic numeracy skills and an ability to understand financial information.
· Be able to demonstrate an understanding and commitment to the Council’s policy on anti-discriminatory practice and equal opportunities.
· An understanding of cross agency health and social care practice with others involved in the care of vulnerable people, e.g. acute/ community health services.

This post requires the post holder to undertake an enhanced – adult workforce (with barred list check) criminal record check via the Disclosure and Barring Service.


	10.
	Position of Job in Organisation Structure
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Job reports to:  


Senior Practitioner / Assistant Service 


Manager





Review manager





Jobs reporting up to this one:  None
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