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Job Description and Person Specification Profile

	Job Title  
	Community Care Officer 

	Job ID
	J09

	Service
	Integrated Care and Support / Neighbourhood Team 

	Grade
	E

	Reporting to
	Neighbourhood Teams 



	The Role

	The role of the Community Care Officer will provide support to the Social workers and Assessors within the neighbourhood teams.  They provide an informative and support role to service users and complete designated tasks, identified by practitioners, with individuals, which have a specific outcome and is time limited.

The role provides support to promote independence and self-management with service users where at all possible.  They will provide advice, information and redirection whilst incorporating the well-being principle of The Care Act with a focus on Early Intervention and Prevention. 

This role will support the delivery of key People Plan objectives to support the effective management, growth and development of the workforce to support the corporate priorities.  Through the provision of a comprehensive HR offer, the role will support policy and organisational change programmes.

Main Duties and Responsibilities include:

· To be able to identify essential work as required

· To have word processing/keyboard skills.

· To have financial knowledge and budgeting skills including utility bills, benefits etc

· Be confident form filling

· To manage and prioritise own caseload

· To work with internal and external colleagues when necessary

· Knowledge of internal and external agencies to refer to if necessary

· To work flexibly and respond to the demands of the role

· Awareness of housing and tenancy related issues.

· Basic knowledge of benefits system

· To manage and prioritise own caseload

· Promote good customer care and anti-discrimination practice.

· To respond to crisis situations

The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

BTEC National	D
NVQ Level 3	D

Your essential skills, knowledge and experience

Awareness in carrying out needs led Assessments	D
Awareness of Community Care Legislation	D

To have financial knowledge and budgeting skills	E
Ability to complete relevant documentation	E
Ability to speak another language 	D
Awareness of policies and procedures	E
Effective use of IT systems	E
High degree of interpersonal skills	E
Effective communication skills	E
Ability to produce effective written work	E
Ability to work alone	E
Organisational skills	E
Listening skills	E
Driving license/use of a car/Business insurance	E
Numeracy	D

Awareness of Complaints policy and related Procedures	E
Awareness of multi-cultural needs	E
Working knowledge of Adult Social Care and health	E
Understanding/awareness of individual needs of service user	E
Awareness of the Authority's Customer Care Policy, working in partnership with
integrated services	E

Ability to work as part of a team, sharing knowledge and skills	E
Ability to work on own initiative	E
Ability to communicate with clients, carers and staff at all levels 
(Adult Social Care and other agencies)	E
Ability to relate to a wide range of professional staff	E
Appropriate use of transport to facilitate role	E
Ability to work flexibly within fluctuating demands	E

Category (E)
Essential Recruitment without which the candidate would be unable to carry out the duties of the post.

Category (D)
Desirable Features which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience, etc.

If you have the following experience or qualifications – then that’s great!




Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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