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JOB DESCRIPTION
	Post Title: Care Transfer Coordinator 

	Department Health and Adult Care
	Post No: 

	Division/Section: Intermediate Tier
	Post Grade: 

	Location: Textile Hall/ Killelea/ Other council-based locality/Agile working
	Post Hours: 37

	Special Conditions of Service: 
· Work in accordance with the Value and Ethics of the Voluntary Care Professionals Register
· Comply with CQC regulations of the regulated registered Intermediate Care Tier Services (Reablement and Killelea)
· Demonstrate the Values of the Intermediate Tier in daily role
· Hours of work within the needs of the service which between 9.00am – 5pm (5-day week across a 7-day service). 
· To work flexibly during the absence of colleagues as directed
· Satisfactory DBS disclosure at the enhanced level is required

	Purpose and Objectives of Post: 
· To be responsible with other teams to support full system flow in and out of the reablement service.
· To ensure Length of stay in service and Outcomes are within Key Performance Indicators.
· Professional Challenge where there is a risk, impact on service delivery via escalation
· To use Electronic Call Rostering systems to maximise productivity and compliance with funding for the service. 
· To ensure assessed needs once accepted by the SPoA are rostered to minimise dependence for people living at home and ensure quality is paramount and outcomes met.
· To manage conflicting information and take action to prevent 
· To minimise down time on staffing rosters 
· To use critical thinking and produce reports via data input and analysis for statutory and non-statutory reports
· To manage business continuity and report risks
· To safeguard people in our service and ensure staff well-being is maintained/roster management.
· To complete role within regulatory framework


	Accountable to: Intermediate Tier Lead  

	Immediately Responsible to: Integrated Discharge Services Manager (System Flow and Performance)

	Immediately Responsible for: Safety of all customers and staff allocated to the Electronic Call Monitoring System by management of function.

	Relationships: (Internal and External)
· Customers, Carers, families and members of the public 
· Senior Leadership of the Intermediate Tier
· Single Point of Access Admission Co ordinators and Reablement Co Ordinators
· Reablement Employees
· Brokerage team members
· Wellbeing and Registered Managers
· Bury Integrated Care Partnership, Northern Care Alliance Acute Hospital
· Out of Area Hospitals
· Voluntary Community Faith Alliance & 3rd Sector independent organisations,
· Care Quality Commission, Police, and other statutory organisations 

	Control of Resources:
· Electronic Call Monitoring Systems
· Liquid Logic Care Management System and Datix System
· Risk Register 
· Intermediate and Statutory Reporting Data
· Mobile phones 
· ICT equipment
· Other resources delegated to the post holder. 

	Duties/Responsibilities: 

· Manage complete utlisation of Electronic Call Monitoring Systems and rostering of the Intermediate Tier to ensure maximum productivity and system flow such as Care Planner with resources available within working hours.

· To deploy lead staff to complete Reablement assessments and reviews, and to deploy support worker to complete visits, ensuring people receive the agreed care and support.

· Manage prevention of down time on rostering schedule to maximise the number of hours of reablement is available

· Provide sufficient handover to relevant team members and escalate any actions to on call.

· Retrospectively manage actions from evening on call, check and verify call compliance and take action on system to report on performance.

· Demonstrate and implement proactive rostering by taking swift action to respond to changes in customer need and staff absences and remedy the situation with support from line manager.

· Manage productivity whilst maintaining staff well-being and reducing overtime with support from line manager.

· Work with the Brokerage service and SPoA to manage any stepdown activity to support flow.

· Scrutinise and report on Length of Stay within service offering the maximum opportunity to as many people in Bury who require our service.

· Reduce delays in accessing our service by maximising rostering facilities and staffing, using escalations where this is at risk.

· Monitor and record compliance and provide themed reports for action by senior manager

· Demonstrate and monitor compliance within your role within Confidentiality Policies of the organisations GDPR, DPA, ROPA and model them in day-to-day activities.

· Contribute to associated recording using the Liquid Logic Management System and Datix Risk System. Ensure your records are legible, factual accurate, complete and timely.

· Comply to timescales and prioritise work in accordance with requirements and escalate pro-actively where this is not achievable to your line manager.

· Manage competing priorities and find solutions/problem solve with a business approach.

· Work within the requirements of The Care Act 2014 & Mental Health Capacity Act, Safeguarding, Deprivation of Liberties in community settings DiDS when rostering and accepting referrals from SPOA, to prevent risk to customers or staff and challenge noncompliance and risk.

· Develop tools and strategies to manage improvements within the role with the support of your line manager to prevent duplication and make efficiencies in workflow.

· Demonstrate appropriate levels of communication and demonstrate organisational skills and knowledge at varying levels from communicating with staff to providing in depth reports.

· Demonstrate your role in a customer focused environment when supporting members of the public and colleagues with a professional approach and take accountability in your actions.

· Demonstrate competence and ability to support and deal with strengths-based outcomes and appropriateness of referrals for service when rostering, whilst ensuring safeguarding and quality is paramount.

· Manipulate data and provide critical observations and analysis on risks and find solutions to prevent or minimise risks associated to customers and employees with a proactive and responsive approach with support of your line manager.

· Monitor performance indicators status through ongoing analysis and use escalation to prevent business disruption in service provision whilst maximising the efficiency of hours.

· Interpret data for reporting purposes as advised by line manager

· Implement an in-depth knowledge of the locality in Bury and logistical experience in organisational planning and time management skills pertaining to rostering to meet customers’ needs and outcomes.

· Take part in development opportunities, team meetings, staff 1:1, Employee Reviews and Surveys.

· Uphold and take part in the team development, Corporate Plan, Let’s do it strategy for Bury.

· Work together to support the vision and priority for the service to provide superb intermediate care by supporting our obsession to increase the number people leaving intermediate care independently.

 “Provide tailored, holistic support to individuals, promoting independence, rehabilitation, and recovery, while maximising their strengths and capabilities. Through collaborative person-centred approaches, the aim is to facilitate smooth transition between acute care and community living, enhancing overall well-being and quality of life for individuals receiving care and support”.


	· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
· Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
· The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.

	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)

	Job Description prepared by:
	Sign: 
	Date:

	Agreed correct by Postholder: 
	Sign:
	Date:

	Agreed correct by Supervisor/Manager:
	Sign:
	Date:
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Intermediate Care at Home System Flow Coordinator 
GRADE 
JOB TITLE
	CORE BEHAVIOURS FOR THE POST (Please tick those relevant)

	Commercial Thinking & Analysis
	✔️
	Planning
	✔️

	Customer Service
	✔️
	Developing Self & Others
	✔️

	Delivering Results
	✔️
	Teams, Networking & Partnerships
	✔️

	Values, Ethics & Diversity
	✔️
	Adapting to Change
	✔️

	Delivering a Quality Service (Continuous Improvement)
	✔️
	
	



	[bookmark: _Hlk190788626]SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualified to level 3 (minimum) in Health and Social Care with at least 2 years’ experience in care coordination.
	✔️
	

	Experience in providing care at home (homecare) and assessing needs for customers over the age of 18
	
	✔️

	Electronic Computer Driving License or able to demonstrate relevant competence of ability to use Microsoft Packages to competent standard to analyze/extract data & produce reports as required 
	✔️
	

	Competent to use rostering to judge needs and outcomes with a rehabilitation approach, preventing dependency on long term services for the people of Bury who are referred for Intermediate Care at Home
	✔️
	

	Evidence of coordination of Care at Home (Homecare/ Domiciliary Care) at appropriate level to requirements.
	✔️
	

	Experience in full utlisation of Electronic Call Monitoring Systems and rostering to ensure maximum productivity and system flow such as Care Planner, CM2000 et al and have transferrable skills.
	✔️
	







CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS
The short-listing criteria listed plus the following:
	ASSESSMENT
METHOD
	CRITERIA

	Interview
	Qualified to level 3 (minimum) in Health and Social Care

	Interview
	Electronic Computer Driving License or able to demonstrate relevant competence of ability to use Microsoft Packages to competent standard to analyze/extract data & produce reports as required

	Interview
	Competent to use rostering to judge needs and outcomes with a rehabilitation approach, preventing dependency on long term services for the people of Bury who are referred for Intermediate Care at Home

	Interview
	Evidence of coordination of Care at Home (Homecare/ Domiciliary Care) at appropriate level to requirements.

	Interview
	Experience in full utlisation of Electronic Call Monitoring Systems and rostering to ensure maximum productivity and system flow such as Care Planner, CM2000 et al

	Test
	Competence Test will be set to ascertain ability to understand information and assess needs of customers, rostering and staffing, using test customers and staff, communication, confidentiality and use of Microsoft packages using Information Technology

	Value Based Discussion
	In the discussion we will discuss your experience in work related scenarios which you will be able to demonstrate your core values, what is important to you in your working role. Where you achieve your job satisfaction, what motivates you and what benefits you envisage for yourself in this role. 
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