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Job Description

Management Group: Children’s Services
Department: Leaving Care

Job Title: Senior Personal Adviser
Reports to: Team Manager, Leaving Care

Main purposeofthejob: Young People/Young adults

e Theleavingcareteamworks with young adults aged 18-25 who were previously in care.
Following ongoing assessments, the team provides information, advice, guidance and
support to enable young adults to make a successful transitioninto adulthood.

e Tohold an allocated caseload of more complex young adults withvarious needs. To
signpost and support colleagues withtheir young adults that are leaving careto access
direct appropriate services according todepartmental policies and procedures and
statutory guidance.

e Tolead,champion and support the Bexley’s visionincluding the implementation of our

Strategic Improvement Plan for Children’s Services; the young adult’s plan and specific
improvement initiatives relatedtoexternal regulation.

Major Duties and Responsibilities:

e Senior Personal Adviser will be responsible for delivering high quality practicein all
allocatedcases toimprove outcomes for young adults 18+, ensuring where possible a
multiagency approachis facilitatedtosafeguard and support all young adults with
particularregard tothose withcomplex needs and vulnerabilities.

e Support, line manage and develop the teamin key areas that we believe are essential to
personal advisers.

e Toensure compliance withorganisationethos and quality standards.

e Tosupport the Operations Managerto ensure that the organisationis able to fulfil its
contractual,legal and moral obligations through the implementation and evaluation of
quality systems and procedures.

e Topromote high aspirations,and seek tosecure the best outcomes, for those young
adults.

Thekey roles of a Leaving care senior Personal Advisor are to:

e Toidentify, organise,deliverin house trainingto colleagues enabling them to carry
out their role in line withtheir Job Description.



e Toarrange periodic shadowing of, and being shadowed toshare appropriate
working practices and set best practice across the team, department and external
partners.

e Todevelopregular training sessions/workshops for professionals (keyworkers,
Staying Put carers,HOST and across the service) toensure that they are fully
engagedwithappropriate independent living schemes such as leadingon
independence skills.

e Publicise, promote and participateinevents,ensuring that information is available
in a range of accessible formats and to arrangeinterpreting, translating and other
support requirements in order for interested parties totake full advantage of
independent living schemes and the support service provided.

e Tosupport our participationteamwith events andvarious activities planned.

Job Description

Support the development of Personal Advisers withinthe leaving care service through co-
ordination of induction, mentoring and sharing of practice expertise,joint case working
and taking a lead on young adults’ participationand withteamor service developmental
activity for young adults.

To ensure that as amentor, new starters are well supportedwithinthe teamand provide
adequate advice and guidance.

To promote and champion a learning culture in line with Bexley’s work force strategy plan
and develop ambition in athriving environment.

Working closely with colleagues in the Children in our Care teams to ensure successful
transfer of young people betweenthe services. Toestablishand develop positive
engagement and working relationships with young people. Work withother

colleagues in the leaving care service to ensure the provision of a seamless service to the
leaving care as well as with specialist services such as adult social care.

To develop, organise and deliver training for new starters fromchildren in our care teamto
ensure that they have a good understanding of our service and when transferring young
people to our service.

To maintain effective and co-operative working relationships with relevant bodies and be
actively involved in project meetings and to produce detailed minutes/reports as
appropriate.

To manage a caseload of young adults with more complex needs, prioritise workload,
manage diaries, visit and record all contact using Signs of Safety model (training given) and
withinset deadlines.



To produce high quality of practice and reflect Bexley practice model, are clear, succinct
and writtenso as the child, young adult or family member can understand.

To have sound knowledge of Bexley Policies and procedure and being able to provide
information topersonal advisers.

To ensure young adults are informed of their entitlements and part take of key
development areas relatedto our local offer by organising forums, events and in
partnership withour participation team.

Maintaineffective and co-operative working relationships withrelevant bodies and be
actively involvedin project meetings and to produce detailed minutes/reports as
appropriate.

To support colleagues in identifying their young adult’s ambition and progress and work
closely with partner agencies including Job Centre+, colleges and employers to support
young people toaccess suitable employment, education or training opportunities.

Coordinate, withour career adviser, programmes of education, trainingand support to
individual young adult as part of their Pathway Plan, updating the plan in consultation with
the young adult when required.

To develop and maintain adetailed understanding of independent living toolkit; play an
activerolewith our participationteam withrespect of activities for young adults in our
carethat will help our young adults tolive independently.

To chair ameeting or support a young adult to manage a formal meeting and advocate on
their behalf whennecessary. This could include supporting their attendance at court, ina
tribunal hearing, placement meetings or mental healthand medical assessments and being
prepared to provide professional feedback.

To have working knowledge of the benefit systemin order to offer information and advice
to the young personif required and liaise with the appropriate benefits agencies within
the local authority of Bexley andlocal authorities outside of the borough.

To undertake any other duties deemed appropriate for the role.

Inorder to deliver the service effectively, a degree of flexibility is needed and the post
holder may be required to perform work not specifically referred to above. Such duties,
however, will fall withinthe scope of the post.

Travellingis an integral part of this role. Drivers must hold a full driving licence, which
allowsthemtodrive in the UK and Class 1 Business Use Insurance and must abide

by the Use of Private Vehicles for Company Business Policy at all times. Non-drivers
must be ableto arrange the necessary travelling, giving considerationtothe needs of
the role and the incompatibility of public transport.



e Towork withthe Social Work Operational and Group Managers of the service to monitor
and evaluate the quality of the service and, where appropriate, make suggestions for
improvement via supervision or the team meetings.

e Havegood knowledge regarding Equality, Diversity and Inclusion Strategy 2020t0 2024
describes how equality, diversity andinclusion are essential tothe way that we operate,
both asthe UK’s competition authority and as an employer. As a competition authority, we
have a duty to further the interests of citizens and consumers.

TRAINING AND DEVELOPMENT:

e Takeresponsibility to inform and raise awareness of key issues involvedin working with
people from diverse ethnic, cultural, and socio-economic backgrounds and role model
best anti-discriminatory practise.

e Tobe availablefor supervisionand appraisal withline managerin order to assess the
progress of work, make decisions about the management of cases, planfuture activity and
provide information about work undertaken.

e Undertaketraining, and attend and participate in conferences in agreement withthe team
manager and learning and development panel, in order to further individual profes sional
development, keep updated regarding researchand practice, and

e Contribute tothe development of the service and the Organisation learning culture and
attend mandatory in-house training and externally attend mandatory local safeguarding
children and vulnerable adults training and keep updated regarding hospice and local
policies and procedures.

e Ability to attendSigns of Safety training and continue to champion Sign of Safety model
across the team.

Person Specification

Management Group: Children’s Services

Department: Leaving Care

Job Title: Personal Advisor SelectionCriteria Essential/ Method of
Desirable Assessment
(E/D) (A//T)*

(a) Education and Formal Training E A

NVQ3inHealth and Social Careor equivalent professional
qualification.

Atleast 5 GCSE’s, including maths and English




(b) Experience and Knowledge

Experience of face-to-face work with young adultsin aformal or
informal setting.

Athorough grasp of theissues affecting young adults and young
adultsinleavingcaresetting

| am ableto plan and lead activities of group work and working
with adults, parents and carersin arespectful and service user
lead approach. Working with other agencies to supportyoung
people.

Significant experience of direct work with teenagers and young
adults with complex needs.

Extensive experience of workingin health or social care.
Experience of coaching and mentoring staff

Experience of developing child-centered plans andstrategies
Knowledge of relevant legislation related to young adults
leavingour care, asylum seeking young adults and welfare
reform as well as entitlement

Good knowledge of adult safeguarding and adult social care

Knowledge of childdevelopment and the potential impact of
neglect and abuse on young peopleand youngadultsin our care.

Experience of workingwithyoung adults who have been the
victims of, or who are vulnerable to sexual exploitation, gang
involvement, drugand alcohol misuse or criminal activity.

Experience of delivering highquality interventions to
vulnerablechildren, delivering a high-quality serviceto young
people and youngadult

A/l




(c) Skills and Abilities E A/l

Ability towork effectively withothers, co-operate with
colleagues and help theteam to achieveits goals.

Showingeffectiveleaders by ensuring projects, initiatives or
other workfunctions are performed successfully.

To have stronginterpersonal and communication skillsand an
ability to beflexible and adjust to changing factors, conditions
or environments.

Ability toreflect constructively on past experience asameans
of understanding young adults’ development.

Ability to work sensitively withinavariety of contexts and
adaptthe way youwork as appropriate.

Ability to lead, manage and motivate ateam
Excellent communication skills, written and oral.

The ability to maintain appropriate and high-quality records and
anunderstandingof informationsecurity and gover nance.

Demonstrable ability to prioritise and complete arange of
complextasks such asreportwriting, detailed assessments,
financial calculations and giving presentations.

English Language Requirements for Public Sector Workers:

. e Ability to speak with confidence and accuracy, using
accuratesentencestructures and vocabulary.

° e Abilityto choosetherightkind of vocabularyforthe
situationin hand without a great deal of hesitation.

° e Abilityto listen to customers and understand their
needs.

° ¢ Abilityto tailor your approachto each conversation

appropriateto thecustomer, respondingclearly evenin
complexsituations.

(d) Other Additional Requirements

Full drivinglicense and access to own transport. D A/l
Ability to travel throughout the Borough, nationally and E A/l
overseas

(with overnight stays where necessary).

Ability to work unsociable hours whenrequired. E A/l

Selection Method key:
| = Interview A = Application Form AT = Ability Test

Applicants will be assessed against these criteriaand high performance indicators throughout the
recruitment process.

High PerformanceIndicators



Values Behaviours for staff Behavioursfor managers
Innovation I am highly able to be flexible and adapt to | routinely lookfor innovative
changingdemands and cost-effective ways to
improve performance and
| am prepared to take managed risks to customer service
achieve better outcomes
| champion change and deal
| ask ‘Whatif...? to develop fresh thinkingand | successfully withambiguity,
innovative approaches to generate and enabling peopleto see positive
implement solutions to improve performance | and excitingpossibilities forthe
and challenge the status quo future
| take calculated risks based on
availableevidenceand my
professional judgementto learn
and try new things
Leadership | am an effective professional whoiscan make | | take responsibility for my

decisions quickly with the information | have.

| have a high level of Integrity and reflect upon
practiceto be provide quality service to young
adults.

| am creative, patient, positiveand ableto
teach and mentor and transmit knowledge.

| am skilled at problem-solvingissues that
ariseonthejob andidentifyingastep-by-step
solution and support colleagues.

| am abletofollow through aplan and keep
promises.

serviceand for makingthings
happen to make a differenceto
my serviceusers

Collaboration

| show respect for othersand value
contributions frominternal and external
partners and customers

| recognisetherightsolution,regardless of
whoinitiated it

| seek out and work with partnerswho can
help me achieve the outcomes and objectives |
need to deliver

| encouragethefeelingthatthe
teamisa collective unitwith
shared goals

| engage with service partners
and other areas of the Bexley
organisation to understandthe
demands on others and seek
solutions as One Council

| networkinternally and
externally

Listening and
Responding

| acknowledge other people’s viewpoints and
work with them to find awin-winsolution

| prepare and present informationanticipating
guestionsand problems

| adaptmystyleto theaudience and their
needs, usingthe most appropriate
communication channels

| seek regular service user
feedbackand review customer
datato shapeservice
improvements

| ask staff for ideas on how to
improveour service and how!|
canimproveasasenior
practitioner, listen to them and
acton them




| empower staff to make
decisions and changes to
improvevalue for money,
customer serviceand
productivity

Openand | see issues from the customer /user | am accessibleto myservice
Accessible perspective users, customers, staff and
Members
I monitor customer feedback and level of
satisfactionwiththeservicetheyreceive,and | | communicateandsharea
usethisto improve and pre-empt customer clear vision for the bigger
needs picture as well as specific
serviceareas
| seek to build and maintain positive
relationships with customers and partners | outlinewhatis expected of
individuals and their
contributionto thewhole, and
am consistentin my
expectations
Impact | prioritise my activities and resources to focus | | design servicesthatprovide

onthosewhich havethe mostimpactfor
residents

| take responsibility for making things happen
and achievingmy objectives aswell as the
council’s vision.

| makedecisions and clear recommendations
based on my professional opinion and
experience, informed by arange of
informationand evidence

valuefor money and deliver our
outcomes, informed by
evidence

| produce, prioritise and adapt
plansto meetchanging
requirements

| set interim goalsto achieve
notablewins onthewayto
larger objectives

| deal with poor performance
and supportindividuals to
improve practice by providing
support.




