DP Advisor job description
BCP COUNCIL
JOB DESCRIPTION

SERVICE UNIT:		Adult Social Care - Services	
JOB TITLE:			Direct Payment Advisor 
GRADE:			F (£26,421-£28,770)
RESPONSIBLE TO:         Senior Finance Officer/ASC Finance Manager  

MAIN PURPOSE
· To assist in the day-to-day operation of the Direct Payments Advice Service that offers advice and practical assistance to existing and potential Direct Payment recipients. 

· To support ASC staff to ensure that all Direct Payment Schemes are implemented and maintained within applicable policies and guidance.

· To support individuals to manage their financial and administrative responsibilities arising from the Direct Payment scheme.

· To provide appropriate advice and information on all aspects of the scheme to existing and potential Direct Payment recipients. 
MAIN RESPONSIBILITIES
1. To ensure good working practices that ensures the delivery of the scheme to maximise choice and control for individuals whilst meeting the requirements of relevant legislation and council policy and procedures.
2. To promote awareness of the Direct Payments Scheme and the accompanying support available to people on the scheme and ASC staff.
3. To provide information on all aspects of the scheme to existing and potential recipients in an appropriate format, this will include meeting with them in their own homes and other community venues.
4. Advise individuals on all aspects of the DP service, including matters of a complex nature.  
5. To support individuals to budget and manage their DP in order to meet the identified eligible needs and outcomes in their support plan. This includes calculating individual personal budgets.
6. To work as necessary with individuals to enable them to effectively recruit and manage their own personal assistants, lawfully and safely. This includes supporting the person when appropriate with grievance, disciplinary and redundancy process, adhering to employment law.
7. To keep up to date with relevant legislative changes and best practice in order to be able to provide well informed advice and guidance.
8. To attend social care assessments and reviews as requested by ASC practitioners, direct payment recipient or carer. 
9. To act as a first point of contact when an emergency situation arises related to the DP occurs.
10. To monitor individual DP schemes and inform the appropriate person if the individual experiences significant or continuous difficulty in managing direct payment.
11. To contribute to the facilitation of any service user support groups interested in DP’s. as required.
12. To provide cover for other members of the Direct Payment Advice Service in the event of sickness or absence.
13. To support the identification of any safeguarding issues, concerns of fraud, and changes in needs and to refer to the appropriate procedure.
14. To work closely with the Adult Social Care Direct Payment Finance Team to ensure that the financial requirements of Direct Payments are adhered to.
15. To provide information, analysis and statistics as required, this will include recording all work with individuals on relevant data bases.
16. To undertake such other duties as may be required from time to time commensurate with the level of the post. 
17. To comply with all decisions, policies and standing orders of the Council and any relevant statutory requirements, including the Equality Act, the Health and Safety at Work Act and Data Protection Act.



Prepared by: Lindsay Warren  
Date: 27th August 2024

PERSON SPECIFICATION
	ATTRIBUTES & CRITERIA
	ESSENTIAL/ DESIRABLE
	METHOD OF ASSESSMENT

	EXPERIENCE
· Recent work experience in social care or a similar field, involving direct contact with members of the public and professional staff.
· Experience of supporting service users to live independently
	
Desirable


Desirable
	
Application Form
Interview
References



	QUALIFICATIONS / TRAINING
· 2 A levels (or equivalent) 
· Or equivalent experience
	
Desirable
Essential
	
Application Form
Certificates

	APTITUDES /ABILITIES
· Good communication and negotiation skills
· Ability to keep efficient records of work done
· Ability to organise and prioritise work and meet deadlines
· Computer literacy in Microsoft Outlook, Excel and Word
· Ability to relate to a wide range of people
· Ability to work cooperatively as part of a team
· Ability to manage tasks effectively on own initiative and manage own workload
· Good analytical and problem solving skills
· Excellent customer service skills
· Ability to handle confidential information with discretion
	
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
	
Application Form
Interview
References


	KNOWLEDGE
· Awareness of social, legal and political context within which social care services are delivered.
	
Essential
	
Application Form
Interview


	ATTITUDE / MOTIVATION
· Flexible and adaptable approach to working arrangements
· Willing to undertake training
· Interest in developing own skills and contributing to development of those of other staff
	
Essential

Essential
Essential
	
Application Form Interview
References


	OTHER FACTORS 
· Full valid UK driving licence and access to a vehicle including business insurance, or ability to travel within the council area in an agreed and timely manner.
· Enhanced level (no barring) Disclosure and Barring Service Check – post involves working with vulnerable people

	
Essential


Essential




	
Application Form
Interview
Driving Licence
Satisfactory DBS Disclosure
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