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Manchester Local Care Organisation
Role Profile
Adaptations Officer, Grade 5
Manchester Equipment Adaptations Partnership (MEAP) Service, Adults’ Directorate
Reports to: Disabled Facilities Grant Co Ordinator

Job Family: People Care & Support In Direct


Manchester Local Care Organisation

Manchester Local Care Organisation (MLCO) has been established by the partners (Manchester City Council, Manchester University NHS Foundation Trust, Greater Manchester Mental Health Service NHS Trust and Manchester Primary Care Partnership) to integrate, plan and manage community health and social care across the City.  By working better together, we are bringing community health and social care services together in our 12 neighbourhoods to form integrated Neighbourhoods Teams (INTs). Our INTs will drive our collaborative approach, developing partnerships and building on existing community assets to facilitate improved delivery specific to each neighbourhood. We will be able to provide improved care closer to home and to support the people of Manchester to live healthier, more independent and fulfilling lives and be part of a thriving and supportive community. Your role is deployed into MLCO by your employer: Manchester City Council.

Key Role Descriptors:  
 
The role holder will ensure the provision of appropriate services to ensure service users are fully supported to increase opportunities to maximise their independence. 
 
The role holder will carry out assessments to determine service users’ needs and provide appropriate support to ensure that outcomes are achieved within required timescales. 
 
The role holder will actively work with partner agencies and stakeholders to ensure that service users are able to access community and national services to achieve their identified outcomes.  
 
Key Role Accountabilities:  
 
Understand the social care needs of service users and respond to their individual needs by providing and where appropriate promoting access to relevant services to promote their independence. 
 
Work collaboratively with partner agencies and stakeholders to actively provide an efficient assessment service to improve positive outcomes for service users.  
 
Identify and where appropriate refer through the appropriate channels safeguarding issues and risks of service users. Assist in safeguarding investigations to ensure better outcomes for service users and continuous improvement of service delivery.   
 
Maintain records and monitoring information and ensure procedures are followed to produce accurate and appropriate reports to evidence of the achievement of service performance and efficiency. 
 
Proactively participate in initiatives and future changes to service delivery to ensure the implementation of new strategies and continuous improvement of the service model available to service users. 
 
Roles at this level may be required to undertake management duties, either through direct line management of a team (including appraisals, performance management and other duties) or through matrix management of a virtual team of officers. 
 
Personal commitment to continuous self development and service improvement. 
 
Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications 
 
Where the roleholder is disabled every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration.  
 
 


 
 

















Role portfolio: 

The service

Manchester Equipment and Adaptations Partnership (MEAP) is a city wide service, providing a co-ordinated, comprehensive and streamlined service to disabled and older people, including children and adults, to maximise independence, choice, safety and quality of life.  

As a preventative service, MEAP aim to reduce reliance on care services, slow down admissions to nursing and residential accommodation and reduce falls requiring hospital admissions.

The Service will work closely with other services and key stakeholders to ensure the maximum integration of the services’ portfolio of responsibilities into a cohesive, efficient and cost effective service.

The Service works in collaboration with Health and other key stakeholders to develop effective partnerships, linkages and greater coordinated working with other services, key agencies and organisations to ensure that teams contribute to the development and delivery of the cities priorities.

The post holder will work as part of an integrated team to provide support to the ethnical team who provide a wide range of Building Surveying Services to provide major and minor disabled adaptations to a range of properties for residents with a wide range of complex needs. The team provides the full range of adaptations both minor and major including mechanical and electrical installations for residents of all ages, from birth to death.

Key duties include

• Assist customers to complete grant applications and ensure all required documentation is accurate and complete, acting as a point of contact where appropriate and managing customer expectations throughout the process.
• Manage a caseload of Disabled Facilities Grant (DFG) applications from referral through to approval, completion, and payment, ensuring timescales are met and customers receive a high-quality service.
Carry out financial assessments in line with Disabled Facilities Grant (DFG) requirements and relevant legislation, including verifying income, savings, and eligibility, and ensuring compliance with local policy.
• Support customers to maximise their income by identifying and advising on entitlement to welfare benefits and other financial support, clearly explaining financial contributions and decisions.
• Liaise with internal services (e.g. housing, social care) and external partners (e.g. health professionals, contractors), including participation in multi-disciplinary working, to ensure coordinated delivery.
• Identify risks relating to safeguarding, vulnerability, and mental capacity, working sensitively with vulnerable customers and making appropriate referrals in line with procedures.
• Maintain accurate case records and update systems to reflect progress on applications and works, ensuring compliance with data protection, audit, and quality standards.
• Contribute to performance monitoring by providing service data such as application numbers, timescales, and outcomes, and supporting service reporting requirements.
• Promote equality, diversity, and inclusion by ensuring fair access to services and adapting communication to meet individual customer needs.
• Support the delivery of minor adaptations through the effective use of a range of ICT systems and applications.
• Demonstrate a commitment to continuous professional development, maintaining up-to-date knowledge of relevant legislation, policy, and best practice. 
• Respond to customer queries, complaints, and escalations in line with council procedures, maintaining a professional and customer-focused approach.

The team

The Adaptations Team within Manchester Equipment and Adaptations Partnership (MEAP) plays a vital role in supporting residents to live safely and independently within their homes. The team works collaboratively with colleagues across housing, social care, and health services, as well as external contractors and partner organisations, to deliver Disabled Facilities Grants (DFG) and minor adaptations efficiently and effectively. With a strong focus on customer service, safeguarding, and inclusion, the team is committed to ensuring timely, person-centred solutions that improve quality of life. Operating in a fast-paced and supportive environment, the team values professionalism, continuous improvement, and a shared commitment to delivering high-quality services to the people of Manchester.
























Adaptations Officer, Grade 5 – Key Competencies and Technical Requirements 

Our Manchester Behaviours  	
· We are proud and passionate about Manchester
· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things  
· We work together and trust each other
· We show that we value our differences and treat people fairly

General Skills

· Communication Skills: Demonstrates an understanding of the views of others and communicates in a realistic and practical manner using appropriate language and medium, listens attentively to views and issues of others and responds to issues arising. 
· Analytical Skills:. Able and confident to resolve moderately complicated queries in their area of knowledge using logical thinking to explain reasoning behind decisions or actions taken. 
· Planning and Organising: Has the ability to visualise a sequence of actions needed to achieve a specific goal and how to estimate the resources required. 
· IT Skills: Ability to use ICT systems to obtain and analyse data and present it effectively through a variety of ICT channels. 
· Problem Solving and Decision Making: Is able to make effective decisions on a day-to-day basis, taking ownership of decisions, demonstrating sound judgement in escalating issues where necessary. be logical in their thinking and explain reasoning behind decisions or actions taken 
· Financial Management: Numeracy and accuracy skills to handle numbers confidently collate information and keep accurate and reliable records to help with the monitoring and reviewing of financial resources. 
Technical Requirements (Role Specific) 

· Up to date knowledge of the benefits system
· DBS check essential 
· Current driving licence and use of a vehicle
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