
	


OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 

	
Care and Support Broker



	Directorate:  
	Community Health and Adult Social Care (CHASC)
	Division/Section: 

	Commissioning and Market Management


	Grade:  

	Grade 4
	JE Reference:
	




	Job Purpose


	To make the appropriate arrangements to purchase Council-commissioned social care packages for individual service users, in accordance with agreed support plans, budgets and performance targets. 
To provide information about commissioning patterns and service user feedback to contribute to the performance and quality assurance of social care provision.


	Key Tasks


	Arranging Care

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.

Follow relevant procedures to ensure a fair and equitable distribution of business between providers.

Vary and/or end services in line with instruction from Care Managers and corresponding variation to the relevant support plan.

Ensure services match purchase orders, providing necessary data for audit purposes.

Liaise with colleagues and check all appropriate systems to ensure all contracts/purchase orders are accurate and in line with commissioning intentions.

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.

Provide advice, guidance and support to social care providers regarding purchasing, invoicing and payment procedures, and keep them updated about possible changes to business opportunities, in liaison with Commissioning and Procurement colleagues.

Help monitor commissioned activity to ensure services are delivering quality and value for money in accordance with agreed service standards.

Record, investigate and sensitively resolve customer and provider enquiries, referring complex matters to your line manager for advice or action as appropriate.

Payments

Support the purchasing and payments functions of the service, including the set-up and maintenance of Direct Payments, in accordance with approved spend

Ensure service provision matches purchase orders, providing necessary data for audit purposes.

Liaise with colleagues and check all appropriate systems to ensure all contracts/purchase orders are accurate and in line with commissioning and financial regulations.

Reconcile annual Direct Payment accounts against actual spend and provide audit outcomes for the recovery of overspend, misuse or underspend of these monies

Reconcile invoices from providers against services they have been commissioned to provide and ensure payments are made in line with the Councils procurement and financial procedures

Ensure accurate payment of contracted providers through the council’s electronic call monitoring system or other manual or electronic mechanisms as required

Record, investigate and sensitively resolve provider enquiries through accessing and retrieving information from appropriate systems (electronic or manual) as well as through liaison with others, in accordance with data protection regulations and policy.

Gather information, and liaise with all relevant 3rd parties, to ensure invoicing and other related queries, problems or complaints are satisfactorily resolved, referring complex matters to the team or line manager as necessary.

Ensure all duties are undertaken with due regard to the Council’s financial regulations, national ASC policy guidance, and departmental policies and procedures.

Help gather information for the management team to effectively respond to freedom of information requests or complaints.

Maintain accurate and up-to-date records (electronic and manual) in accordance with service standards, policies and procedures.

Update all IT (and other) systems in a timely manner, complying with all service standards, including financial, social care and casework systems.

Keep up-to-date with relevant legislative, policy or other changes to ensure the continuing delivery of a high quality income recovery service.





	Standard Duties:




	
1.
	
To actively promote Equality, Diversity and Inclusion in the workplace and in service delivery.


	2.
	To uphold and implement policies and procedures of the Council, including customer care, data protection, finance, ICT, safeguarding and health & safety policies.


	3.
	To actively engage with the behaviours and values of the Council to promote and support the delivery of our Corporate plan.


	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


	5.
	Undertake any additional duties commensurate with the level of the post.




	Contacts: 
Colleagues with own team, and the rest of the Council, internal and external customers including the public, provider partner organisations, for example; the NHS and care providers.




	Relationship To Other Posts in the Department:




	[bookmark: _Hlk95121094]Responsible to:  

	Duty and Support Brokers

	Responsible for:
	N/A



	Special Conditions:  

Enhanced DBS



	Values and Behaviours:


	By living our Values and Behaviours we will deliver the change we need to meet our Corporate ambitions for Oldham.
Our Values:
Proud
We take pride not only in what we deliver for the residents of Oldham but also in how we deliver it.
Ambitious
We recognise the challenges we face and are committed to setting high aspirations to overcome them, with determination and focus.
Together
We believe in shared solutions, working across sectors and with our communities to achieve common goals and deliver the quality services Oldham deserves.

	We have five Behaviours which outline the priority areas of focus for staff at all levels:

· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 

More information about our Corporate Plan and our Values and Behaviours can be found on our Greater. Jobs pages together with information about the staff benefits we offer.





	
	DATE
	NAME
	POST TITLE

	Prepared
	August 2017
	Kirsty Littlewood
	Head of Service

	Reviewed
	May 2021
	KL
	Interim AD

	Reviewed
	December 2025
	Angela Barnes
	Brokerage Manager


[bookmark: _Hlk126827677]
OLDHAM COUNCIL

PERSON SPECIFICATION


Job Title:

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications

	
Sufficient literacy and numeracy to undertake the tasks contained in the Job Description
	
	
AF / I 


	
Experience

	Significant experience of working in an office environment and undertaking financial and/or administrative duties

Experience of using spreadsheets, databases, and a range of computer applications and systems


	Experience of arranging, purchasing and/or paying for social care services for individuals 





Experience of providing services to vulnerable people    

	
AF / I 




AF / I 



AF / I 


	
Skills & Abilities

	Skills to collate information, and research, analyse and evaluate data

Ability to work efficiently and effectively as part of a team

Excellent customer care, interpersonal and verbal communication skills 

Ability to manage expectations and deal with conflict

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

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

Ability to maintain clear and accurate financial and casework records (electronic and manual)

Ability to undertake detailed and accurate mathematical calculations

Good organisational and administrative skills

Excellent IT skills, sufficient for effective electronic document management, data inputting, manipulation and monitoring, producing documents and providing statistical information   

	
	
AF / I 

AF / I 


AF / I 



AF / I 


AF / I 



AF / I 




AF / I 



AF / I 


AF / I 



AF / I 


	
Knowledge

	Knowledge of relevant legislation and codes of practice about commissioning social care services 

Understanding of the social model of disability and the personalisation agenda

Detailed knowledge of the range of social care provision available to support vulnerable people

Knowledge of customer care principles

Awareness of local authority financial regulations and audit processes

	
	
AF / I 



AF / I 



AF / I 



AF / I 


AF / I 


	
Work Circumstances

	Willing to work flexibly and on occasions outside normal office hours

Willing to undertake training and development in line with the post

	
	
AF / I 



AF / I 




Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

[bookmark: _Hlk190765446]NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).

Our Guaranteed Assessment Scheme supports candidates with disabilities, have previously been in or currently in care, those that are carers, and those who have served in the Armed Forces as a regular, reserve or cadet.

