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	Reports to:
	Business Support Team Leader 
	

	Employee Supervision:
	None 
	Grade:
	6
	Profile Ref:
	92025

	Purpose of the Post

	To provide a comprehensive business support service to ensure compliance with legislative processing  of cases associated with the Mental Capacity Act Deprivation of Liberty Safeguards (MCA-DOLS)   

	Responsibilities

	· To process referrals in respect of DOLS assessments across health and social care for which the Local Authority is the Supervisory Body, taking account of statutory deadlines.

	· To understand the legislative requirements and processes associated with MCA DOLS and keep abreast of local and national developments to enhance the service accordingly to satisfy internal and external demands

	· To organise, co-ordinate and service a range of statutory multi agency forums. Produce accurate minutes, undertake tasks and progress chase actions arising from forums escalating issues as appropriate.

	· Liaise, negotiate and collaborate with internal and external stakeholders including senior managers, senior healthcare managers/practitioners, employees and members of the public as required to ensure the effective performance of the service.

	· Deal sensitively with telephone and face to face enquiries providing advice and guidance to customers to include some complex issues, and deal with interruptions, queries and conflicting demands arising from queries and requests.

	· Analyse and evaluate data/information and produce statutory reports/information which is appropriate for a range of audiences including senior managers, senior healthcare professionals/practitioners elected members, employees, members of the public  partner agencies.

	· Input, check and maintain a variety of electronic and paper based systems including statutory registers, statutory cover rota’s, case/appeal records ensuring information is accurate and stored appropriately.

	· Assist in the implementation and evaluation of processes, systems and technology to enable the effective management of data and information and improve council processes.

	· Co-ordinate procedures for reimbursement of expenses to professional assessors  and ensure that all financial transactions are conducted appropriately and in accordance with Financial Regulations.

	· Adapt, design and establish systems, processes and procedures  to support and monitor service delivery.

	Education and Training
	Measure
	Rank

	· NVQ Level 3 in Business Administration or equivalent qualification in an applicable area
	A/C
	E

	· RSA/OCR Word Processing Level 3
	A/C
	E

	Relevant Experience
	Measure
	Rank

	· Experience of working within a business support environment 
	A/I
	E

	· Proven experience of working with highly confidential and sensitive information
	A/I
	E

	· Experience of servicing meetings, including taking and presenting minutes to a professional standard
	A/I
	E

	· Proven experience of introducing new procedures
	A/I
	E

	· Experience of presenting information verbally at meetings and undertaking briefing sessions
	A/I
	E

	· Experience of working in partnership with internal and external bodies
	A/I
	E

	General and Special Knowledge
	Measure
	Rank

	· Knowledge and understanding of national and local government policies and agendas
	A/I
	E

	· Good working knowledge of computer based systems including Microsoft Office
	A/I
	E

	· Good knowledge and understanding of current legislation, statutory duties, responsibilities and best practice in relation to information governance, data protection, health and safety and risk management
	A/I
	E

	· An awareness of people facing personal problems
	A/I
	D

	· General awareness and understanding of Mental Capacity Act/Deprivation of Liberty Safeguards legislation
	A/I
	D

	Skills and Abilities
	Measure
	Rank

	· Strong communication, negotiation and interpersonal skills with the ability to deal with a variety of internal and external stakeholders 
	A/I
	E

	· Well developed ability to manage a challenging workload under pressure and to deadlines, using own initiative and demonstrating skills in work prioritisation, organisation and time management
	A/I
	E

	· Ability to handle and process considerable amounts of manual and computerised information ensuring accuracy of processing and safeguarding of sensitive and confidential information
	A/I
	E

	· Ability to interrogate problems and follow through to logical conclusions 
	A/I
	E

	· Ability to work flexibly  as part of a team and in partnership with others to deliver common goals  
	A/I
	E

	· Good analytical skills with attention to detail and the ability to report findings  
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the council.
	A/I
	E

	· Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E

	· Work in accordance with the council's values and behaviours.
	I
	E

	· Able to undertake any travel in connection with the post.
	A/I
	E


