
       Direct Payments Advisor Organisation Chart

 

MAIN PURPOSE OF THE JOB

· Providing disabled people with information, training and support in order that they can effectively use Direct Payments to employ their own personal assistants or contract with a care agency.
When a referral has been allocated to myself, an appointment is arranged to meet with the service user and often family members and explain the role of Dewis CIL and explain the options that are available to them through use of the Direct Payment scheme.

· Assisting the development and long term establishment of the Direct Payments Scheme throughout the Authorities in which we work through outreach and referral processes.
As an advisor it is my responsibility to liase with the local authority and maintain a good working relationship and keep them updated throughout the referral stage.

· Supporting and promoting the general work, aims and goals of Dewis CIL in developing independent living opportunities, for disabled people in the area covered by Dewis Centre for Independent Living.

As an advisor it is my role to actively contribute to Dewis CIL’s mission of empowering disabled people to live independently and to have choice and control over who they have provide care to them within the Cardiff area.  
· Contributing to the teamwork and general office efficiency of Dewis C.I.L.
As an employee of Dewis CIL I have a responsibility to actively support collaborative working within the organisation, supporting colleagues to achieve shared goals. This helps to maintain a smooth, organised and effective office environment ensuring day to day tasks run efficiently and goals are met.

DUTIES & RESPONSIBILITIES
1.	INFORMATION PROVISION

Providing appropriate information to an individual or organisation in verbal, written, recorded, or other format, on the following subjects:

1. Community care eligibility and practice
2. Community care needs assessments
3. The operation of direct payments 
4. The Direct Payments Support Scheme 
5. Employment of personal assistants 
6. Legal aspects of being an employer
7. Recruitment techniques and methods
8. Good employment practice
9. Efficient financial management of direct payments
10. Advice and support with managing staff 
11. The operation of PAYE & related issues
12. The operation of Dewis CIL payroll scheme
13. Efficient personnel management in packages of care 


This responsibility emphasises on providing accurate information that is accessible and appropriate to the individual via email, telephone, in person or using any other accessible service.

2.  SUPPORT TO INDIVIDUAL DIRECT PAYMENT USERS

1. Undertaking home visits to individuals referred to Dewis C.I.L. or to receive visitors to Dewis C.I.L. to discuss their specific community care needs (essential that the Advisor has access to a private vehicle for this use).
2. Advising individuals on responsibilities and advantages of using direct payments.
3. Being responsible for and being the provider of the one-to-one support disabled people will require in planning the management of care through direct payments.
4. Liaising with Care Managers regarding the progress of a referral towards using direct payments. 
5. Dealing with the correspondence relevant to the development of an individual’s use of direct payments and in the employment of personal assistants.
6. Giving budgeting advice and assisting with financial planning for employing personal assistants and agencies.
7. Advising and/or drafting job descriptions for potential Direct Payment users.
8. Organising and carrying through a recruitment programme for an individual employing personal assistants.
9. Assisting with interviews, job offers, reference/DBS checks and associated correspondence.
10. Organising and re-drafting any forms, contracts, insurance, etc. relating to personal assistant posts.
11. Providing instruction and assistance with an individual’s financial management of their accounts.
12. Responding to an individual’s problems or difficulties which such a direct payment user might be experiencing.
13. Advising direct payment users or personal assistants in situations where any difficulties may arise. 


3.  PROMOTING  & DEVELOPING DIRECT PAYMENTS & THE AIMS OF DEWIS C.I.L.

1. Providing information and training to groups requiring basic knowledge about direct payments. 
2.   Responding to disabled people making enquiries directly to Dewis C.I.L. or referred by local authorities on direct payments. 
3.   Responding to support groups, statutory authorities, voluntary organisations, etc. requiring information about Dewis C.I.L and its work..
4. Providing presentations on direct payments and the support service when required.
5. Assisting with the establishment of any peer support groups or personal assistant groups.
6. Contributing to the team work, team meetings, etc required of Dewis C.I.L. staff. 
7. Attending and contributing to Dewis C.I.L. management meetings
8. Assisting Line Manager with maintenance of data and statistics of the scheme and its users. 
9. Supporting the work and commitment of Dewis CIL in various projects, functions, launches and events that are organised.



4.	 GENERAL OFFICE DUTIES

1. Responding to and dealing effectively with general telephone calls and enquiries, visitors and callers.
2. Being conversant with all the skills and knowledge, which are part of the broad office systems of the C.I.L., and supporting these systems when required.
3. When required, dealing with payroll enquiries by telephone, post, 
e-mail and fax from: users of Direct Payments, personal assistants, DWP, Inland Revenue, and other agencies and bodies. 
4. Responding to enquiries about personal assistant vacancies as advertised
5. Supporting the various outside activities, events, conferences etc Dewis C.I.L. might host.  
6. Acquire the knowledge and facility to cover or undertake the tasks of colleagues. 
7. To work flexibly as required by your Line Manager to meet deadlines, targets or relieve workload. I am responsible for allocating referrals once received from the Local authority and ensuring contact is made within a timeframe. 
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