Independent Living Association SDS Forth Valley

Role Profile 

SDS Case Coordinator


	Role overview
The Case Coordinator will work within a small team providing Self Directed Support information and guidance across the Forth Valley Area in addition to delivering information in a wide range of topics from the SDSFV lists
This is to individuals, carers, families and our Health and Social Care partners with a focus on:
· Increasing the number of people who are better prepared, confident to engage and contribute meaningfully to social care assessments and reviews.
· Increasing the number of people able to make informed choices about using Self Directed Support (SDS) to take more control of their lives.
· Increasing the number of people who make a positive choice to use the options to maximise their control.
· People and Carers feeling more informed, listened to and less stressed.
· The delivery of the SDS pathway presentation and any additional presentations relevant to the development of understanding their rights
· Ensuring people and carers have increased skills so are better able to manage social care packages.
· Providing information, guidance and support in signposting to people who do not qualify for SDS

As a SDS Case Coordinator for supported individuals and families and unpaid carers you will:

· Be effective in the calculation of budgets, knowledge of outcomes and delivery of information in a range of different ways to accommodate the personal preferred learning mode.
· Flexibility in being available throughout Forth Valley Area by providing support to individuals in attending home visits where this is required or for delivery of presentations, being mobile throughout Forth Valley
· Dealing with complex cases and supporting individuals to pursue their rights under the SDS and Carers legislation
· Support to individuals in identifying L&D opportunities for SDS, becoming an employer and other relevant workshops which you will be presenting
· Disseminating of information by networking with sector partners and impairment specific groups 
· Increasing the number of people who make a positive choice to engage and learn self management skills
· Improving confidence and skills of those choosing to employ personal assistants and working with the information officer mentor their learning and development through the additional skills sessions
· Analyse the effects of legislative changes monitoring the accuracy and making/suggesting improvements to our approach via the change management structure





	[bookmark: _Hlk485139194]Key Responsibilities
· To work with and support the CEO and Team in pursuit of their duties.
· Liaise with CEO in the design and development of further learning and development opportunities. Build, maintain and further develop insights into own work learning and development. Develop and maintain own CPD learning log and encourage Information Officers
· Demonstrate, always, that operational decisions are made with quality-of-service delivery as the priority
· To have indirect supervisory responsibilities for SDS Information Officers with support and guidance from Senior Case Coordinator meaning mentor, train, evaluate and motivate
· Contribute positively to the improvement of the quality of the service delivery and the overall improvement of the service. Compare information from other user led organisations for growth in learning and development programme design. Action/review the suggestions made from the Information Officers
· Proactively seek the guidance of the Senior Case Coordinator if in any doubt about what the expectations of you are and how you should conduct yourself in any particular circumstance providing support to the information Officers
· To assist the further development and promotion of the Self Directed Support Service in the Forth Valley area.
· To deliver SDS information in an interesting, informative and knowledgeable manner reflecting the professionalism of the organisation. Supporting and mentoring colleagues to point of sign off, once probationary period has passed, and robust and effective service delivery is established
· To provide access to a wide range of information and administrative support on services, agencies, employment responsibilities, personal assistant recruitment and payroll. Both virtually and face to face.
· Development, maintenance and preparation of the reporting mechanisms and marketing materials
· To provide access to learning and development for PA employers and in the arrangement of training for Personal Assistants
· To maintain a higher level of administrative duties maintaining and developing standard operating procedures  
· To maintain information of supported individuals on the databases. Providing relevant information and feedback to support the design and delivery of tailored approaches and process solutions to any anomalies experienced.
· Being proactive in the development, delivery and maintenance of the learning and development sessions
·  Being flexible in approach to match to growing needs of the business and the people we support
· Any other additional duties relevant and pertinent to the role of a SDS Case Coordinator





	To carry out this role, you will have:

	Knowledge:
· Understanding of the Scottish Social care landscape and particularly Self Directed Support and Carers legislation
· Understanding of the Social model of disability and of the definition of independent living.
· Have a clear understanding and be able to demonstrate and articulate a clear understanding of diversity, equality, and inclusion issues.

	Skills:
· Ability to develop and maintain positive relationships with a wide range of stakeholders including social workers, people with lived experiences and carers.
· Skilled in dealing with complex and potentially sensitive enquiries, signposting to appropriate support.
· Shown proactivity and organisation in your approach to work with the ability to manage your own workload and with competing priorities.
· Confidence in using Office 365, SharePoint, PowerPoint, and other related programmes.
· Ability to spot opportunities to streamline systems and processes and work with colleagues to make appropriate changes.
· An excellent standard of written, listening, and oral communication skills, for a diverse range of situations and settings.

	Experience:
· Experience in working in an administrative and information dissemination capacity in and office/hybrid environment.
· Lived experience or experience of engaging with people with lived experience of disability and/or social care recipients.
· Experience producing accurate meeting minutes and collation of client notes.
· Experience in deputising for a senior role
· In carrying out presentations to large groups of people

	It is essential that you have a full driving licence and have access to a car as you will be mobile throughout the Forth Valley area



	Chief Executive Officer:  
Violet M Keenan
	Team:  SDS Forth Vally Information Service


	Reporting To:  
CEO
	Location:  Grangemouth/Alloa with some Home working when required. Mobile throughout the Forth Valley Area
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	Hours: 35 per week
	Salary:  £27500






