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Manchester Local Care Organisation
Role Profile
Advice Worker (Take-Up), Grade 6
Retained Advice Service, Adults’ Directorate 
Reports to: Service Manager (Advice)

Job Family: People Care and Support 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 work to provide direct support for service users and their families in accordance with statutory responsibilities and local and national policies and procedures in order to secure positive outcomes for the customer.

The role holder will work with City Council colleagues, partner agencies and stakeholders to effectively manage and plan for present and future risk situations of service users.  

The role holder will assess and advocate for appropriate welfare benefit entitlement to meet the individual needs of service users to promote their independence. 

The role holder will supervise and develop students and trainees and actively contribute to the development of other staff. 

Key Role Accountabilities: 

Develop and manage a relationship to support service users and their families in line with statutory obligations through complex decision making to allow service users to access improved future opportunities.

In conjunction with partner agencies and stakeholders, effectively assess and plan service users’ individual needs to ensure positive outcomes for citizens accessing the service.
 
Develop positive and effective solutions in all aspects of service delivery and engagement, focusing on the quality of outcomes for service users. 

Collaborate with internal and external colleagues and stakeholders to actively contribute to the development and delivery of the service within Manchester City Council and partner organisations.

Engage with stakeholders in the private and public sectors and across local communities to encourage a collaborative and transparent approach that promotes service users needs across a range of existing and new initiatives.

Efficiently maintain accurate and appropriate records in accordance with statutory targets and City Council, local and national policy and procedures to evidence achievement of service targets and improvements in delivery.

Roles at this level may be required to manage a range of assigned resources, which may be human, financial or other, to ensure continuous improvement in service delivery.  Staff management duties may be 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 post holder will be locality-based and will provide citizens in receipt of and being charged for care packages with expert, specialist advice on the complex rules determining entitlement to welfare benefits. A detailed analysis is required of the medical evidence on which DWP decisions rest, requiring an appraisal of multiple physical and mental health conditions, their symptoms and how these relate to the qualifying criteria for benefit entitlement. The post holder will need to understand and interpret extensive GP records, now freely available to citizens under GDPR, including all documented clinical findings, diagnoses, prognoses, test results and treatments in order to best advocate for the citizen. The post holder will also manage the citizen’s expectations as to what can be realistically achieved, which may not be all they first hoped for. 

Creative solutions must be found to diverse presenting scenarios which are not within proscribed parameters.

The post holder will have extensive knowledge of Acts of Parliament [statutes] containing rules for social security benefits and administration, along with Regulations which flesh out the law and provide the detail that determines the rules as laid down in the Acts. The post holder will need to keep abreast of case law which is created through decisions & judgments made on points of law by the Upper Tribunal, Court of Appeal or the Supreme Court.

The post holder will advocate for citizens to secure justice by assisting, as required, with the form-filling and mandatory reconsideration stages of benefit claims, and by preparing for appeals, though actual representation in person at First Tier Tribunals will be referred on to our Appeals Team.

The role requires sensitive handling of multiple health and social issues relevant to the citizen’s case for benefit.  Distressing and upsetting issues are under scrutiny which can take its toll on the adviser so emotional resilience is required. Customers are at the heart of what we do as the task is to deliver a high-quality service which secures access to justice and maximises citizens’ available income through proper recourse to the welfare benefits system. This improves health and well-being, independence in the community and boosts the local economy



Advice Worker (Take-Up) - Key Behaviours, Skills 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

· Analytical skills: Ability to absorb, understand and quickly assimilate complex information from a variety of sources. Ability to present information to the required standard using appropriate formats
· Planning and organising: Shows the ability to effectively manage time to cater for conflicting demands, meeting deadlines, prioritising and allocating time according to task complexity and urgency. 
· ICT Skills: Ability to use multiple applications, systems and associated software packages 
· Communication Skills: Demonstrates an understanding of the views of others and communicates in a realistic and practical manner using appropriate language and listens attentively to views and issues of others.  Ability to advise and put case across with ability to negotiate agreements.

Technical Requirements (Role Specific) 

· Detailed knowledge of welfare benefits legislation, case law, policies, procedure and guidance
· Willing and able to adopt a flexible approach to working hours and travelling away from base from time to time.
· Must consent to and apply for a standard DBS disclosure check
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