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, SEFTON METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION


Department:   Adult Social Care	Location:     Magdalen House

Division:         Client Support	Post No:      	005862

Section:          Adult Social Care 	JE No:	A845

Post:               Principal Manager - Client Support	Grade:	L 



Responsible To:      Service Manager   

Responsible For:    Client Support staff 


JOB PURPOSE

Responsible for managing, developing, and leading the Client Support service .

To ensure that the service responds to new challenges, priorities, and requirements, whilst maintaining the Council’s statutory obligations and using resources in the most effective manner. 

To support Service Managers in delivering strategic outcomes. 


MAIN DUTIES

1. Be responsible for the operational service delivery of Client Support teams.

2. Apply performance targets, performance management and support processes including the development and monitoring of team plans and risk register; performance development reviews; and provision of statistical and performance management information relating to the work of the team.

3. As a member of the leadership and management team, contribute to the strategic and policy developments in the Client Support area, undertaking research as necessary and link to local and national strategies.

4. Ensure that resources are used to optimum efficiency including exploring opportunities to maximise income within Adult Social Care and ensure that appropriate steps are taken to minimise debt and reduce risk for the Council.

5. Ensure that commissioning frameworks are followed when sourcing care, in order to ensure that legal obligations are met, value for money is delivered and a consistent approach is applied in order to respond to the needs of vulnerable people.

6. Responsible for approving client invoices up to £500k and overseeing payments in excess of £1million.

7. Ensure that deadlines and priorities are met within the Client Support service.

8. Be responsible for the development, management, and operation of I.T. systems across the Client Support service.  Participate in and organize reconfiguration workshops and User Acceptance Testing for product change or release management activities and produce appropriate guidance for staff.

9. Ensure that complaints are fully investigated in line with the department’s complaints procedure, corrective actions are taken, and that processes are reviewed where necessary.

10. Take responsibility for staff recruitment and selection procedures and appointments.

11. Work collaboratively with internal and external colleagues to co-ordinate service delivery, including chairing meetings.  Develop and maintain external networks with Adult Social Care colleagues across the city region and beyond to facilitate project implementation.  Liaise with internal and external colleagues to support partnership working.
12. Ensure that Client Support services are operating within legal frameworks, and work with   Legal Services to progress complex cases.  Provide insight and intelligence, inform discussion and support decisions in order to reach a suitable outcome that stands up to legal scrutiny.

13. Actively engage in risk management policies, procedures, and practice, advise Senior Managers of resource shortfalls, and recommend improved methods of working where appropriate.

14. Be responsible for ensuring that information relating to Client Support services is kept up to date, is accessible, and that action is taken to respond to gaps in knowledge across Adult Social Care, and ensuring that key messages are highlighted within Adult Social Care, the Council and the wider community.

15. Be responsible for key decision making in relation to resource allocation, service delivery and all day-to-day operational matters whilst achieving best value in the way those services are delivered.

16. Lead a team of staff including induction, training and personal development, absence management, retention, grievance/discipline/capability, succession planning, workforce planning.

17. Identify areas for service improvement, plan appropriately, review processes, and ensure that the service is prepared to implement change.

18. Ensure that client information data is lawfully gathered, accurate, up to date and only divulged in accordance with the Data Protection Act 1998 and the local government common law duty of confidentiality.  Failure to apply these duties can lead to the individual or the Service facing court proceedings.

19. Represent the Service on external forums as required and report back to the Service Manager.

20. Undertake any other duties, as directed from time to time, to meet the exigencies of the service.



21. Highlight safeguarding concerns, prepare supporting information, attend individual case and organisational discussions and safeguarding strategy meetings with other professionals. 

22. Maintain own Continuous Professional Development and develop a high level of professional knowledge through research, and reading, providing a source of expertise and developing specialist knowledge as required. To maintain and develop the required management knowledge and expertise.


ORGANISATIONAL CHART
Service Manager 
(Business Support & Client Support)




Principal Manager - Client Support
(Grade L)





Senior Payment & Billing Officer 
Senior Financial Assessment Officer 
Senior Self Directed Support Officer 




Payments & Billing team 
Self-Directed Support team


Financial Assessment team 





GENERAL: 

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading. 

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements. 

The Authority has an approved equality policy in employment and copies are freely available to all employees. The post holder will be expected to comply, observe and promote the equality policies of the Council. 

Note: Where the postholder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job. 

Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.
The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.


Prepared by:	Name                   Tara Scott 
	Designation        Service Manager (Business Support & Client Support)
	Date                     May 2023

METROPLITAN BOROUGH OF SEFTON
JOB DESCRIPTION & PERSON SPECIFICATION

Post:	Principal Manager - Client Support		Post No:

Department: Adult Social Care			Division: Client Support

	Personal attributes required
	Essential (E), Desirable (D)
	Assessment Method

	Qualifications
1. Appropriate Leadership/Business Qualification or equivalent
2. Qualification to degree level or equivalent

	
E

E
	
AF

AF

	Experience
A proven track record or ability of: 
1.Managing staff within local government or a complex organisation. 
2.Financial and resource management. 
3.Setting and delivering outcomes by leading, motivating, managing and empowering teams and individuals to achieve. 
4.Managing change successfully. 
5.Working effectively and in partnership with a wide range of communities, partners, and other agencies. 
6.Delivering customer focussed services that involve users and drive-up standards and performance. 
7.Using IT applications and systems and contributing to their development. 
8. Setting operational performance priorities, targets and seeing them through to successful delivery.
9. Delivering service improvement
	

E


E
E


E
E

E

E

E


E

	

AF/I


AF/I
AF/I


AF/I
AF/I

AF/I

AF/I

AF/I

AF/I



	Ability/Skills/Knowledge 
1.Ability to lead, manage services and motivate others to high performance through periods of change in the relevant service area of your post. 
2.Ability to plan and effectively, supervise the work of teams and individuals, setting objectives and targets and desired outcomes and managing competing prioritises. 
3.Effective communication and interpersonal skills required to liaise at a senior level, able to adapt personal style to meet the needs of the audience. 
4.Ability to work in partnership, including negotiating, communicating, and working collaboratively with internal/external organisations to achieve outcomes. 
5.Ability to analyse complex issues and adopt a creative approach to problem solving and service delivery. 
6.Ability to operate effectively with a high volume and at times, sensitive workload, delivering to expectation and deadlines.
7. Ability to respond and react positively to situations when working under pressure. 

	

E


E


E


E



E

E


D 
	

AF/I


AF/I


AF/I


AF/I



AF/I

AF/I


AF/I 



	Personal Style and Behaviour
An individual who is:
1.Motivated and enthusiastic.
2.Quality orientated and shows a proactive approach to  continuous service improvement.
3.Acts as a role model for others demonstrating a ‘can do’ attitude and promoting positive challenge.
4.Reliable, efficient and flexible

.
	

E
E

E

E
	

AF
AF/I

AF/I

AF

	Other Requirements
Evident commitment to personal continued Professional Development.
	
D
	
AF





	Prepared by: Tara Scott
	AF
	=  Application Form

	
	I
	=  Interview

	Date: January 2023
	C
	=  Certificates




Note: AF = application form; I = interview; 
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