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Job Description and Person Specification

Reablement Liaison Officer 
	Department  
	Adult Social Services 

	Service  
	Norfolk First Response 

	Grade 
	E 

	Reports to 
	Service Delivery Lead 

	Responsible for  
	N/A 

	Job reference 
	10928


 
	Job Purpose 

	To use social care system/criteria to screen and set up new referrals into Norfolk First Response under the direction of the Service Delivery Lead. 
 
This role will monitor capacity within the service scheduling system to take on new referrals 
 
To arrange cover for the first 48 hours of staff sickness to ensure safe staffing levels. 
 
To be a point of contact for Support workers and people using our service for advice, guidance and signposting. 
To provide an accessible point of contact and information service for Primary care (GPs), Community Health Care (NCH&C / EECH), Social Services (NCC) and service users / patients 
 
To work within a multidisciplinary team and ensure joint collaborative work 


	Overview/Context 

Norfolk First Support (NFS) sits as part of the Norfolk First Response Service. Norfolk First Response which provides four services (Norfolk First Support, Supported Care, Swift Response and Accommodation Based Reablement). 
 
Norfolk First Response delivers a reablement focused responsive service that provides timely support in a crisis, prioritises safeguarding and supports the people of Norfolk to be independent and resilient in the long term.  
 
The service provides high quality social care that builds on the strengths of the person, whether supported by family and carers, our staff or services we commission.  We aim to prioritise people, practice effectively, preserve safety and promote professionalism and trust.  
 
At the heart of our Promoting Independence strategy is Living Well.  By supporting individuals in the context of their own families, communities and circle of support, it empowers them to remain independent for longer; preventing, reducing and delaying the need for formal services.

NFS is divided into 5 areas across Norfolk and each area is led by a Service Manager (registered with CQC) and has set base/offices




	Principal Accountabilities   

	To assist with ensuring effective and timely commencement of reablement / unplanned needs service, whether to facilitate hospital discharge or to commence a community reablement / preventative service. Liaise with the appropriate professionals concerning the initial referral to ensure the correct care information is collected to assess whether appropriate for the service. Where a concern is identified, this should be raised with the Service Delivery Lead/Operational Manager before any deployment of staff is actioned. 
 

	To be responsible for the safe deployment of new and existing work for Support Workers and Unplanned Needs Workers in a cost effective and timely manner whilst demonstrating an awareness and understanding of any geographical proximity constraints under the direction of the Service Delivery Lead. 
 

	To monitor and update the electronic case management system and scheduling system to identify and utilise service capacity and to send appropriate information to Reablement and Unplanned Needs teams. 
 

	To promote Safeguarding awareness with service user and multi-disciplinary colleagues. Keep updated on current Safeguarding guidance/practice and be vigilant in all activities. 

To understand and execute the actions to take if concerns are raised. 


	To ensure that service delivery is maintained during any period of staff absence, e.g. short notice sickness by rescheduling visits to people as appropriate. 
 

	Respond efficiently and effectively to telephone enquiries and emails, resolving routine matters where possible and taking accurate messages, as appropriate, or redirecting where necessary. 
 

	To communicate professionally and effectively, intricate information and take clear, precise messages and detail, to ensure accurate receipt of messages and that information is documented and cascaded/escalated to the relevant person. 
 

	To provide and receive contentious or sensitive information about difficult or complex matters and to respect confidentiality at all times. 

To manage own caseload without direct supervision and work collaboratively with other team members 
 



Person specification

	Qualifications

	Essential
· Good standard of education: minimum GCSE/Key skills in English & Maths, or equivalent qualifications.
 

	Knowledge/Experience

	Essential
· Experience of using ICT and software such as Microsoft Office and electronic filing systems. 

· Previous experience of working in a customer care/customer service environment. 

Desirable
· Knowledge and understanding of the relevant Health and Social Care legislation. 

· Knowledge of the assessment process.  

· Knowledge of current policy and practice within Health and Social Care. 

· A commitment, knowledge and understanding of Equal Opportunities policy and anti-discriminatory practice. 

· Knowledge of electronic case management systems. 


	Aptitudes/Behaviours 

	Essential 
· Able to adopt a learning attitude and adapt to change. 

· Able to work effectively with different professionals, as appropriate. 	 

· Able to plan, manage, prioritise workloads, demonstrating good time management skills.

· Be able to work effectively under pressure within organisational procedures and respond effectively in a crisis. 

· Ability to gather, share, understand and use written/numerical data. 

· Ability to identify/assess risk and take appropriate action. 
 	 	 	 
· Ability to effectively manage challenging situations 


	 Other Job Information  

	· Provision of a vehicle as you will be required to travel to venues not accessible by public transport. 
· Must be able to work unsocial hours when necessary.                
· Willingness to work in a range of setting depending on the needs of the service. 
· A willingness to undertake continuous professional development. 

· Suitability to work with vulnerable adults – an enhanced DBS check will be undertaken and screening will be in accordance with the Health & Social Care Act 2008 (Regulated Activities) Regulation 2010- schedule 3. 




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 regard 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.


Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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