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	Reports to:
	Personalisation Development and Support Manager
	

	Employee Management:
	None
	Grade:
	5
	Profile Ref:
	62581

	Purpose of the Post

	To provide an efficient and effective monitoring and audit function for Service Users who are in receipt of a Personal Budget. To inform the Assessment and Care Management  review process , and highlight and progress any issues relating to Service  Users’ management of the budget or their  role as an employer of their own Personal Assistant(s) and to recover any unspent monies following the monitoring, audit and closedown process.

	Responsibilities

	· Undertake monitoring and audits of Personal Budget Accounts in compliance with relevant procedures. 

	· Analyse and evaluate data and prepare monthly performance reports and statistical information and provide information to managers, customers and partners as required.

	· Liaise and collaborate with internal and external stakeholders including managers, employees, service users and families.

	· To closedown all ended Personal Budgets when care/support packages end recovering any remaining monies from the Personal Budget Account, request any redundancy and notice and facilitate card payments when receiving returned monies.

	· Input, check and maintain electronic data onto monitoring spreadsheets ensuring information is accurate and stored appropriately.

	· Arrange and hold pre and post audit meetings with internal stakeholders when appropriate and necessary

	· Provide information, guidance and advice to Service Users, managers and staff to assist them with the management of their Personal Budgets, ensuring information and communication links are maintained.  This includes home visits

	· Maintain an awareness and working knowledge of relevant Policies and Procedures which impact on service delivery and assist in undertaking periodic reviews of the Personalisation Monitoring and Audit Procedures and service design and development, identifying improvements in control and operational effectiveness. 

	· Provide effective solutions regarding issues and problems relating to Service Users’ management of Personal Budgets 

	· Undertake administrative duties whilst dealing with interruptions, queries and conflicting demands arising from Service User/Customer queries and requests.

	· Undertake any other duties commensurate with the role as requested by management

	Education and Training
	Measure
	Rank

	· Level 2 qualification  in relevant area 
	A/I
	E

	· Microsoft Office / European Computer Driving Licence 
	A/I
	D

	Relevant Experience
	Measure
	Rank

	· Significant experience of working in a financial environment, including problem solving
	A/I
	E

	· Experience of working within a Social Care environment
	A/I
	D

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

	· Experience of analysing data and providing written and verbal reports of findings
	A/I
	E

	· Experience of working to  and meeting strict deadlines
	A/I
	E

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of financial regulations
	A/I
	E

	· 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 working knowledge in relation to information governance, and  data protection
	A/I
	E

	· Knowledge of national direct payments policy and guidance
	A/I
	E

	· Working knowledge of all the funding streams which can be included within a Personal Budget, and their relevant eligibility criteria.
	A/I
	D

	Skills and Abilities
	Measure
	Rank

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

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

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

	· Ability to organise and prioritise conflicting workloads to meet strict deadlines.
	A/I
	E

	· Ability to work flexibly as part of a team.
	A/I
	E

	· Ability to work using own initiative 
	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 vision, priorities, values and behaviours.
	I
	E

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


