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Job description and Person Specification

DPSS Employment Service Advisor


	Department 
	Finance and Commercial Services

	Service 
	Finance Exchequer Services – Client Services 

	Grade
	F

	Reports to
	Customer Services Manager – DPSS

	Responsible for 
	

	Job reference
	GR0005 (MO10321)



	Job Purpose – 


	To support the delivery of the Employment Services elements of the Direct Payment Support Service (DPSS) on behalf of NCC Adults and Children DPSS. 

To understand needs of Service Users and their carers and representatives across Norfolk and to support the delivery of professional recruitment, employment and pay advice and support to enable to meet their responsibilities as employers.

Maintain and promote the PA Register and Employee Support service individuals who wish to work as a PA in Norfolk ensuring they meet the relevant criteria, access appropriate training and have access employment information and guidance. 

Work collaboratively with Client Financial Services teams to support the ensure the professional delivery of the service including contribution to service improvements and move to greater self-service and self-sufficiency. 


	Context – 


	NCC commissioned a new and holistic DPSS to help Norfolk people with assessed needs to plan and manage Personal Budgets delivered as Direct Payments. The service supports the Vision for Norfolk in 2021: Caring for our County, the “Living Well” approach and are aligned to the NCC Values. 
The DPSS will consist of the following components:
· Information and Advice Services – This service will be available to anyone who has expressed an interest in, receives or is about to receive a direct payment to meet their social care needs. It is also for Service Users carers, families, support workers and operational staff who support them.
· Employer Support – The service is available to Service Users (or their representative) who has expressed an interest in or is an Employer of a Personal Assistant(s) in Norfolk.
· Personal Assistant Register and Employee Support – For people who wish to work as a PA in Norfolk, and for those service users seeking a PA.
· Payment Service – consisting of Payroll, Payment Card and supported account management service to help individuals to pay for the services they use.
Reporting Employment Services Manager, the role contributes to the overall delivery of a successful DPSS. The services will all support the Vision for Norfolk in 2021: Caring for our County, the “Living Well” approach and are aligned to the NCC Values.  

The role provides employment and recruitment advice guidance and support to employers of Personal Assistants (PA) and administer the PA Register and Employee Support Service for people wishing to work as a PA in Norfolk.  The role requires the understanding of the needs of Service Users and their carers and representatives to ensure delivery of professional advice and support.

There are approximately 2000 individuals in receipt of Direct Payments who are eligible for the Employment Service.




	Accountabilities - 

	· To provide professional information and advice on employment and recruitment to Service Users and their representatives to enable them to meet their responsibilities as employers. To ensure that service and professional standards are maintained and contribute to improving service delivery. 


	· Employer and Family Advice and Support Service including telephone and face to face support and an accessible, user friendly website.  Accessible information materials including leaflets and brochures. HR advice and guidance, recruitment and payroll service, for individuals who wish to use their DP to be an employer


	· Personal Assistant Register and Support Service including a basic training package for Personal Assistants or Support Workers. Personal Assistant Register for people who wish to work as a PA in Norfolk.  Comprehensive Employee Advice Service and robust work entitlement and DBS checking


	· To provide support advice and information on being a responsible employer, managing employees including disciplinary, absence and capability. Work with service users and their employees on the best way forward with a view to resolving at the earliest stage possible any employment related issues. Provide support with end to end recruitment activity including the setting up of new employment contracts.   


	· To understands the needs of Service Users and their carers and representatives, and to understand and adhere to individual plans and arrangements.


	· Administer the PA Register service in line with the service specification and seek to develop and the improved the service seeking feedback external and internal stakeholders. 


	· Manage the end-to-end DBS application process in line with the DPSS recruitment process and Adults and Childrens Social Services expectations and NCC organisational requirements.


	· To promote the PA training offer and encourage employers to use the available offer to all DP employers to support their employees to improve their skills, knowledge and the support offered as a personal assistant.


	· Work collaboratively with DPSS Payroll, DP Client Services and DP Admin teams to support the ensure the professional delivery of the service.



	· Maintain all published information – including website, factsheets, templates, leaflets and brochures and ensure that information is comprehensive accurate and presented in a format which is accessible to all.  


	· Drive the move to greater self-service and self-sufficiency through the identification and recommendation of service improvements, tools and technologies. Work with stakeholders to identify service and offering improvements. 


	· Implement the decisions of the DPSS Customer Services Manager, DPSS Manager and Head of Client Services (FES) in respect of changes to strategy and policy and process. 


	· Maintain customer confidentiality to ensure the service provided adheres to NCC procedures and national legislation





	Person Specification


	Qualifications:

	Essential
	Desirable

	Relevant HR or Payroll foundation qualification with appropriate experience, e.g. CIPD Level 3 or CIPP Foundation Degree.

	Relevant management qualification e.g. Degree or CIPD qualified with appropriate experience in HR, payroll or management i.e. preparing for MCIPD status


	Knowledge/Experience:

	Essential 
	Desirable 

	2 years’ experience in an operational HR role.

A proven track record of successfully delivering employment, recruitment to service users / customers and delivering required service outcomes.

	Experience of providing HR advice and guidance.  


	Skills:

	Essential
	Desirable

	Knowledge of employment legislation and providing information support and guidance on employment matters. 

Experience of maintaining employment and recruitment resources and information

An understanding of the problems encountered by vulnerable service users and sensitivity to their needs.

Experience of giving advice and guidance over the phone and face to face and ability to communication with people at all levels. 

Well organised with the ability to plan and prioritise workloads to meet business needs with excellent communication skills, both written and verbal, and presentation.

An effective team member who can develop effective relationships with teams and stakeholders.

Experience of delivering a service to members of the public.

Ability to engage customers, to encourage and support and able adapt style and approach to suit varied situations and people

Ambitious for the service with a desire improve service and customer satisfaction.

Good operating knowledge of Microsoft Word, Excel, the Intranet/Internet and Email, with the ability to embrace new technology and challenge existing ways of working including processes, culture and perspectives.

	Operational understanding of Local Government and business environment.


Understanding of Financial Advice and Direct Payments legislation.

Operational understanding of payroll services. 



Operational understanding of Local Government and financial environment.


Ability to operate at a strategic level and to work in partnership with others to deliver an efficient and effective service.

A knowledge or experience of the DBS application process, procedures and requirements.






	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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