[bookmark: _GoBack][image: ]


2


	POST:
	Social Work Administrator

	LOCATION:
	Agile Worker 

	REPORTING TO:
	Social Work Administration Manager

	ACCOUNTABLE TO:
	Head of Workforce & Resources




JOB PURPOSE

	· To provide an efficient and effective brokerage, business support and data quality service to the social work teams in accordance with the organisation’s practices, which will enable the service to achieve its objectives in terms of time, cost and quality.

	· To provide an efficient and effective front line service to clients, staff, external agencies and members of the public, face to face, on the telephone and electronically

	· Undertakes data quality and performance activity as set out by the Performance & Systems Team



PRINCIPAL DUTIES & REPONSIBILITES

	· To process a large volume of incoming brokerage requests from focus adult social work staff and external partners. Ensuring all requested commissioned services are dealt with in priority order, liaising with external care provider agencies and ensuring all paperwork is correct and sent to the care provider in a timely and efficient manner.
· To process incoming information and updating of the organisation’s client database (SystmOne and ContrOCC), as new information is received, processing complex record on systems, Short Stay and Permanent service requests ensuring the information is accurately inputted in a timely and efficient manner.
· ICCAP Panel Cover which includes meeting preparation of all ICCAP requested paperwork, booking in diaries, communicating with both internal and external stakeholders and taking minutes of the meeting. 
· To process daily Hospital Admissions on WebV and ensuring services are accurately suspended and variations added to the system, ensuring notifications are sent to external providers in a timely manner
· To carry out a variety of Data Quality work on both systems – dealing with complex finance queries and completing routine checks on records. 

	· To undertake a range of word processing (letters, reports etc.) and clerical duties (photocopying, printing, scanning, message taking, telephone enquiries etc.) producing accurate, well presented work 

	· Ensures provision and maintenance of an effective, accurate and up to date electronic filing and records system.  Ensures any files / records are stored and used in line with focus Confidentiality policies and procedures, Data Protection and Caldicott Guidelines

	· Responsible for answering calls into the service, taking messages and referring callers on to the appropriate personnel within the team in a professional, timely and efficient manner and ensuring confidentiality at all times

	· To maintain excellent working relationships with all staff within focus, partners and any visitors to focus teams which could include Service Users and Carers

	· To communicate routine information with other agencies by phone, email, letter, in accordance with the organisation’s policies and procedures, maintaining the need for confidentiality

	· Uses information technology and systems appropriately i.e. Microsoft Office, Excel, Outlook, SystmOne (for which training will be provided) and the focus portal / intranet

	· To gain an understanding of the work of the wider Business Service Team within focus and be able to work across all areas as required
· To provide administrative support at routine meetings, including agenda preparation, booking of venues, collation of supporting papers, minute taking and production and distribution of minutes. 

	· To support all business services teams in times of high demand which may include providing reception cover, dealing with large post runs, additional data inputting or word processing and other similar duties

	· To undertake any other duties considered commensurate with the post.







PERSONAL RESPONSIBILITIES 

As well as the departmental rules and procedures, which you are required to observe and follow, focus has developed a number of general policies and procedures that apply to your employment.

Whilst focus recognises specific responsibilities fall upon management, it is also the duty of all employees to accept personal responsibility for the practical application of these policies, procedures and standards.  You should familiarise yourself with these, and ensure that you understand and adhere to them.

Particular attention is drawn to:-

Health and Safety
Under the Health & Safety at Work Act 1974 it is the responsibility of individual employees at every level to take care of their own health and safety at work and that of others who may be affected by their acts at work.  This includes co-operating with management in complying with health and safety obligations, particularly by reporting promptly any defects, risks or potential hazards.

Fire Procedure
The post holder must adhere to the focus Fire Policy, including training attendance.

Equal Opportunities
Focus has policies covering Equal Opportunities and Harassment.  The aim is to ensure that no colleagues, potential employees, patients/clients are harassed, or receive less favourable treatment on the grounds of disability, age, sex, sexual orientation, marital status, race, colour, religion or ethnic/national origin.

Security and Confidentiality
The post holder must adhere to a range of policies, procedures and legislations relevant to security and confidentiality, these include:

· Data Protection Act 2018 and UK GDPR
· Copyright, Designs and Patents Act 1988
· Access to Health Records Act 1990
· Computer Misuse Act 1990
· BS7799 (Information Governance)
· Caldicott
· Document and Records Management
· Mental Health Act

Additionally, all staff are required to attend an annual briefing on Information Governance and Security.

You are required to keep all client information confidential unless disclosure is expressly authorised by your employer. Misuse of or a failure to properly safeguard confidential data will be regarded as a disciplinary offence. 

This job description reflects the current main organisational priorities for the post.  In the context of rapid change taking place within the Health /Social care, these priorities will develop and change in consultation with the postholder in line with service business needs and priorities.
Specific objectives for the postholder will be regularly agreed and reviewed as part of an individual performance process.





PERSON SPECIFICATION

	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA
	HOW TESTED

	EDUCATION / QUALIFICATIONS

	· GCSE Grade 4 or above (C or above)
	· NVQ / OCR Level 3, Business Administration
	Certs
App Form
Assessment

	EXPERIENCE

	· Previous experience of undertaking administrative or clerical work

	· Previous experience of working in a customer focussed / customer services environment
	App Form
Assessment

	SKILLS / ABILITIES

	· Intermediate level of keyboard skills with high degree of accuracy and attention to detail
· Good level of knowledge across the Microsoft Office platforms
· Professional telephone manner
· Ability to take accurate, concise messages 
· Able to work on own initiative 
· Effective written and verbal communication skills.
· Organisational skills.
· Ability to prioritise own work effectively
	· Experience of maintaining accurate filing and record systems.
	App Form
Assessment

	KNOWLEDGE / UNDERSTANDING

	· Has an understanding of and respect for confidentiality in relation to all aspects of work.
	
	App Form
Assessment

	OTHER REQUIREMENTS

	· Flexible to meet the needs of service
· Able to use agile working methods to deliver effectively regardless of physical location
· Able to transport self to various locations across NEL and to attend conferences / seminars, as required
	
	App Form
Interview
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