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JOB DESCRIPTION

	Job Title:
	Allocation Officer Hospital Aftercare Service 

	Reporting to (Job Title):
	HAS Service Team Leader

	Direct Reports:
	HAS Support Workers

	Brief Overview of the 

Position:


	· To support the Hospital Aftercare Service Team Leader (TL) in the provision of the local Hospital Aftercare Service (HAS).

· To co-ordinate and oversee the work of a team of Support Workers (SW).

· To deliver an efficient and appropriate service in line with the Service Level Agreement (SLA), that focuses upon promoting independence with clients, avoidance of hospital admissions, re-admissions, or the need for residential care.

· To pro-actively obtain and allocate referrals to the SW’s, monitor progress and complete follow up work as required, in a timely manner.

· To ensure all paperwork, monitoring and database updates are completed accurately by SW’s, in a timely manner.

· To manage rotas and manage planned and unplanned staff absence.

	Main Duties and 

Responsibilities:


	· To carry out all duties effectively and efficiently. 
· To see patients on the hospital wards to promote the service and discuss any help and support that may be needed to facilitate discharge and also post discharge.
· To arrange Take Home and Settle visits and home visits for SW’s in accordance with the service SLA and within Age UK Lancashire (AUKL) guidelines and procedures.
· To escort people home, or undertake home visits when required.  

· To complete or co-ordinate phone calls with clients in service when required. 
· To identify all opportunities to signpost and refer clients on to appropriate services and complete; ensuring any follow up takes place when required. 
· To liaise closely with hospital, community, health and social care staff as appropriate

· To regularly update the TL as required, taking particular care to communicate matters of concern quickly.
· To build strong relationships and promote the service with the hospital discharge teams, community teams and other health and social care professionals.
· Work in close partnership with other voluntary organisations and statutory organisations.
· To promote the service at any opportunity and other relevant services available from AUKL.
· To closely monitor SW’s progress with referrals and follow up work as required.
· To input all required information into Charity Log (CL) and hospital systems (if appropriate) accurately and within agreed timescales.
· To ensure there is sufficient staff cover across all sites in liaison with the TL, enabling the cover of both planned and unplanned staff absences.

· To deputise for the TL in their absence, by being the main point of contact for escalations and issues and taking steps to resolve.

· To act as an ambassador for AUKL and the HAS and to be the point of contact for all hospital staff and professionals.
· To attend any Multi-Disciplinary (MDT) or similar meetings to promote the service encouraging referrals in support of hospital discharges.
· To undertake any other duties required in support of the HAS.

	Accountable for:
	· Support Workers 

	Summary of Key 

Attributes and Qualifications 

for role:
	· Ability to promote the service and generate referrals
· Experience in organising rotas and staff cover

· Excellent IT skills, with the ability to input data quickly and concisely on internal and hospital systems.

· Competent in the use of Microsoft Outlook, Word and Excel

· Effective time management and ability to manage busy workloads
· Awareness of the needs and issues of vulnerable or older people

· Excellent communication skills, which adapt to older people, professionals, staff, as required
· Experience and ability to supervise staff
· Able to work alone and lead a small team
· Understanding of health and safety, lone working and risk assessment procedures.
· Ability to quickly recognise and act on potential Safeguarding issues
· Full driving licence, insurances and use of a suitable car to transport clients (when required)

	Main KPI’s / 

performance measured

against:
	· To ensure the team meet targets required by the SLA.
· To ensure assessments, completed by SW’s lead to strong outcomes for clients and ensure these assessments are fully documented. 
· Capturing customer feedback and act upon if necessary.
· Effective time management

· Effective decision making 

· Effective staff supervision.

	Generic Clauses:
	· To comply in all aspects with Age UK Lancashire’s policies, including Health and Safety, Equal Opportunities, Handling Money, Data Protection 
· To participate and contribute generally to Age UK Lancashire’s activities, attending meetings, training courses etc as required
· To support the trading and fundraising activities of the charity liaising with the Business Development Team.

	Flexibility Clauses:
	· This service will be available 7 days a week, 365 days a year; therefore flexibility is required from the post holder to work regular weekends and/or evening work.

· This job description is not intended to be exhaustive.  The post-holder will be expected to adopt a flexible attitude to duties.
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	Allocation Officer


	Essential 
	Desirable 
	Assessed by

	
	
	
	Application Form 
	Assessment Centre 
	Presentation
	Interview

	Experience 

	Experience of supporting projects in either, health, education, social services, community and /or voluntary sector. 
	(
	
	(
	
	
	

	Experience of working with older people or other vulnerable groups, with specific experience of promoting independence, health and wellbeing and social inclusion.
	(
	
	(
	
	
	(

	Experience of undertaking client assessments and reviews
	
	(
	(
	
	
	

	Experience of generating referrals from different sources and identifying appropriate levels of support and allocating an available resource. Once allocated, ensuring there are timely outcomes secured.
	
	(
	(
	
	
	(

	Experience of supporting staff who report difficulties when dealing with complex referrals
	
	(
	(
	
	
	(

	Good team working skills in order to achieve targets set by funders 
	(
	
	(
	
	
	(

	Experience of resource planning
	(
	
	(
	
	
	(

	The ability to supervise a team of support workers.
	(
	
	(
	
	
	(

	Experience of using in-house database/CRM systems and good general I.T skills in WORD, EXCEL.
	(
	
	
	(
	
	

	Knowledge

	Knowledge of the services available to older people in the community
	(
	
	
	
	
	(

	Knowledge and understanding of the issues which affect the health and wellbeing of older people and which affect their ability to continue to live independently in their community.
	(
	
	(
	
	
	(

	A working knowledge of effective decision making and escalation procedures.
	
	(
	
	
	
	(

	An understanding of Safeguarding and when to escalate

	
	(
	(
	
	
	

	Skills

	Excellent communication skills, verbal and written. The ability to communicate well with diverse groups and individuals and also within a team.

	(
	
	(
	
	
	(

	Good organisational skills and the ability to prioritise workloads to meet deadlines

	(
	
	(
	
	
	(

	An ability to keep accurate records and write reports to a high standard

	(
	
	(
	
	
	(

	Excellent IT skills able to work with word, excel, power point and other standard operating systems 

	(
	
	
	(
	
	(

	Other Requirements 

	Holder of valid GB or NI driving licence.  You will need to provide your own suitable vehicle to transport clients and you will be required to maintain appropriate insurance cover, including for business use. 
	(
	
	(
	
	
	(

	At least four GCSEs (Grades A to C) or equivalent must include Maths and English
	(
	
	(
	
	
	(
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