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JOB DESCRIPTION

	Post Title: Brokerage Assistant

	Department: Health and Care Department
	Post No: 

	Division/Section: Community Commissioning Division
	Post Grade: 9 

	Location: Agile Working
	Post Hours: 37 hours

	Special Conditions of Service: 
To work in areas across the borough within normal working hours (core hours 9:00 am – 5:00pm)
Flexi time scheme in operation
To work outside of normal office hours where required e.g., to attend evening meetings
Ability to travel in and outside Bury
Car allowance payable where applicable in line with the Council policies

	Purpose and Objectives of Post:
Bury Council is committed to ensuring that the services it commissions on behalf of its customers are of high quality and provide value for money to its citizens.
The Brokerage Assistant has a key role to play in ensuring the Council undertakes effective placement of people within commissioned care at home, care home and respite services amongst others. They will ensure any placements evidence transparency, value for money and are carried out with high quality services on behalf of the citizens of Bury. The key objectives of the post are:
· Co-ordinate to, arrange /purchase packages of care or support, liaising with Care Managers and providers to ensure individual service user needs are effectively and appropriately met, in accordance with the support plan and the extensive demands of the service, with a high level of autonomy.
· To deal with complex and non-complex queries, issues and complaints relating to services supporting people in their own homes (care at home), care homes and respite care, finance, and delayed care.
· To be responsible for service ordering and provider payments in a timely manner to prevent provider failure.
· To ensure that finance is correct so as not to cause payment issues for providers and customers.
· To ensure that RIPA is managed with Information Governance due to the high level content of personal identifiable information, and store and dispose of accordingly in line with policy and demand.
· To manage the mental and emotional demands of the service by utilising interpersonal skills and resilience and negotiation with providers and stakeholders.
· To understand the impact the brokerage service has on internal and external survives and stakeholders and be aware that there will be support of people end of life and their families which have emotional demands.
· To deal with actions that require immediate actions in the absence of the Brokerage senior.
· To monitor provider capacity daily and use initiative flag up potential risks to the Brokerage Supervisor.
· To contribute to the quality assurance of social care providers
· To contribute to the development and implementation of procurement processes and systems.
· To maintain databases using standard IT packages
· To provide advice and support to Council Officers and Providers
· To develop positive relationships with providers.
· To reconcile, audit and monitor charges for contracted services
· To undertake negotiations with providers including individual care home package costs and customer top ups




	Accountable to: Director of Adult Social Care and Community Commissioning

	Immediately Responsible to: Brokerage Supervisor

	Immediately Responsible for: None

	Relationships: (Internal and External)
Internal
1. Staff within One Commissioning Organisation (OCO), Local Care Organisation (LCO) and other Departments of the Council.

External
1. Partner organisations including Health
2. Provider organisations
3. Regulatory agencies such as the Care Quality Commission
4. Members of the public including customers, families and carers.
5. Networks of professionals, other Councils and Improvement Agencies.


	Control of Resources: 
Computer hardware and software appropriate to the duties of the post
Responsible for Health and Safety as it relates to self and colleagues

	Duties/Responsibilities: 

	Responsible for the delivery of ‘service brokerage’, ensuring that appropriate services available under contract are matched to individuals with assessed needs within agreed timescales
To contribute to the development, implementation and maintenance of record keeping systems and processes to ensure effective monitoring of services.
Liaise regularly with providers to collect up-to-date information about their capacity to deliver commissioned services and inform your line manager about any gaps in provision.
Record, investigate and sensitively resolve customer and provider enquiries, referring complex matters to the Brokerage Supervisor for advice or action as appropriate.
To contribute to the evaluation of provider performance
To ensure that brokered package registers and spreadsheets are maintained accurately
Support the Brokerage Supervisor in providing regular (at least weekly) reports to Senior Managers within OCO about care placements, market capacity and risks to any un-placed customers
To contribute to the improvement and development of commissioning and brokerage processes, and to implement agreed changes
To report failures in contract performance or compliance to the Brokerage Supervisor or Integrated Community Commissioning Team. Act as a point of contact for all people contacting the brokerage service providing any immediate practical help as required.
Provide advice, guidance, updates and information about the brokerage service and redirect people to other departments/organisations where appropriate
Display sensitivity to vulnerable service users when dealing with their queries and updating them on the brokering of their package.
Communicate in an appropriate, open, accurate and straightforward way, respecting confidential information in line with the authority’s policies
To maintain a register of complaints regarding services provided under contract and escalating them to the appropriate team.
To undertake project work as requested
To produce reports and statistics as requested
To be flexible in supporting colleagues during busy times and periods of absence, including dealing with enquiries, taking messages and providing any other assistance as required.
Responsible for auditing, monitoring, checking, and processing payments for contracted services and assist in the monitoring of budgets on contracts with total value in excess of £10 million.
Responsible for the maintenance of accurate records within the external provider payment system to ensure correct payments are made and produce relevant reports. 

To provide advice and guidance to members of the public in relation to internal procedures including charges for care at home, care home and respite placements.  
To contribute to the development of a departmental approach to commissioning.
To assist with the implementation of Bury’s commissioning policies, procedures and processes
Record action taken via appropriate mechanisms including Council Care management System
Support Social Work Team members with sourcing appropriate placements and managing difficult to broker packages 

	Take messages on behalf of team members and ensure that these are passed on in a timely manner.

	Support the Brokerage Manager and Supervisor with the induction of new employees.

	Open, sort and distribute incoming and outgoing mail, on a daily basis, for the service.  

	

	

	

	

	

	Provide statistics as required by the manager or external agencies in relation to the service.

	Manage and prioritise your own workload.

	Be proactive in supporting the Team Managers to develop and improve the Service.

	

	

	Be able to adapt to changes in work procedures/systems as they occur.

	Personal Development

	Participation in supervision sessions, team meetings and employee reviews including contributing to the identification of your training and development needs.

	Attend training and development activities as identified relevant to your role including mandatory training and refreshers.

	Maintain your own Continuing Professional Development.

	Policies and Procedures

	To adhere to the appropriate procedures, policies and values of the authority and department.

	· 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. 
· Health and Wellbeing -As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues

	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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BROKERAGE ASSISTANT
	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)
	
	
	



	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications
	
	

	Professional qualification or NVQ level 2, or above, or equivalent, in a relevant area. (E.g. CIPS, Procurement, Social Care, Support, Health, Administration, Finance IT). Or relevant experience in the role applied for
	
	

	Experience
	
	

	Experience of contracting, commissioning and procurement 
	
	

	Experience of working in a busy office environment as part of a team
	
	

	Previous experience of input and access to computerised systems
	
	

	Experience of building and maintaining relationships with a wide range of people including customers, relatives, carers and providers
	
	

	Experience of working with vulnerable people
	
	

	Experience of making decisions in day to day work without close supervision
	
	

	Experience of working in a Social Services setting
	
	

	Ability to manage competing demands on your time, working to challenging targets and deadlines

	
	

	Knowledge
	
	

	Knowledge of procurement regulations
	
	

	Knowledge of the contract monitoring process

	
	

	Knowledge of Adult Social Care
	
	

	Knowledge of the principles of best value
	
	

	Skills
	
	

	Ability to work as part of a team. 
	
	

	Excellent communication skills in one to one and group settings
	
	

	Ability to act independently and resolve problems, without frequent reference to managers

	
	

	Strong negotiation skills
	
	

	Ability to manage many competing priorities;  prioritising work to meet key business objectives and minimising risk
	
	

	Ability to work with numerical data and undertake accurate  numerical calculations
	
	

	Competence in use of IT including typical Microsoft packages eg Word, Excel, Access, Outlook
	
	



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

	Interview
	Awareness of Social Services values and principles


	
	

	
	

	Interview
	Knowledge of complaints procedures


	Interview
	Knowledge of Care Act


	Interview
	Knowledge of service provision of other departments and related agencies


	Interview
	Awareness of Health and Safety policy and procedures


	Interview
	Knowledge of Equal Opportunities policy


	Interview
	Must demonstrate good Customer Care skills


	Interview
	Must demonstrate good interpersonal skills – written and verbal communication, listening skills, tactful and non-judgmental approach


	Interview
	Ability to work as a member of a team


	
	

	Interview
	Ability to respond appropriately to emergency situations


	Interview
	Decision making skills


	Interview
	Ability to assess urgency of referrals


	Interview

	Good written/presentation skills, ability to determine relevant information


	Interview
	Demonstrate a sensitivity to and understanding of the needs of Members of the Public and Service Users of Social Services


	Interview
	Demonstrate confidence in dealing with people


	Interview
	Ability to cope with challenging behaviour


	Interview
	Ability to work under pressure
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