


Role Profile

Job title:  Caseworke

Line manager:  Team Manager



Purpose of role

· To fully action and coordinate the delivery of Disabled Facilities Grants and other home adaptations and provide information and guidance to promote independent living. By conducting customer visits, completing support plans and any necessary grant or loan documentation required, this role supports our customers throughout the grant and adaptation process, from initial contact to completion. With an eye for detail, you will assume the full responsibility of coordinating all aspects of casework, liaising with technical and non-technical staff and external stakeholders in a timely and accurate manner whilst fully supporting our varying customer base. 


Role Context

· At Town & Country we are committed to aiding vulnerable individuals who need support to live well and independently. We provide specialist housing, care, and support to people who are socially excluded, disabled, unwell or homeless. 

Key Responsibilities

· Be responsible for, and integral to the whole grant, loan or private works process and will assume full responsibility for the delivery of the service in both a visiting and administrative capacity. 

· Clearly explain the remit of the service to a range of customers and other professionals as appropriate.

· Hold a caseload of customers and provide them with support in either their own home or at an alternative venue if required.

· Assess circumstances, ownership, and income in order to advise on appropriate welfare benefits and funding for works required.

· Maintain administration of customer files as required by the service and to enable the preparation of reports and statistics.

· Undertake key administrative aspects and processing of grant and loan paperwork.

· Accurately input customer data onto a database in a timely manner and ensuring compliance with the service specification, commissioner requirements and key performance indicators.

· Ensure that notes about the customers are factual and free from personal opinions.

· Deal with all enquiries in a way which promotes the service.

· Act as the central liaison/keyworker for customers who are within the grant or loan process.

· Liaise with external bodies, attend case review, and update meetings, as required. 

· Assist with processing invoices, and undertake any other financial responsibilities as required by the role.

· Liaise promptly with colleagues, partner agencies and other stakeholders regarding safeguarding, welfare, and risk concerns in accordance with Town & Country’s policy.

· Participate in team meetings.

· Undertake such other duties, training and / or hours of work as may be reasonably required, and which are consistent with the general level of responsibility 	of this job. 
										
· Ensure that all duties are carried out to the highest standard, and in accordance with policies and procedures, with reference to the health and safety and diversity and inclusion policy.

· All staff working for Town & Country have a statutory duty of confidentiality to protect customers and any personally identifiable information only use it for the purposes for which it was intended.  

· Work in collaboration with other departments to ensure a seamless service.

· Undertake such other duties, training and / or hours of work as may be reasonably required, and which are consistent with the general level of responsibility of this job.








General:
· To adhere to the equal opportunities policy and to actively promote equality of opportunity wherever possible.

· Recognise, respect, and promote the different roles and diversity of the individuals within the business.

· To actively contribute towards key performance indicators and professional standards. 

· Work in accordance with the General Data Protection Regulations (GDPR) and Data Protection Law and be responsible for the integrity of personal information you process.  This may include identifying anomalies in data and investigating and correcting them where appropriate.  Ensure you attend training on data protection regularly. 

· To be responsible for your own health and safety and that of your colleagues, in accordance with the Health and Safety at Work Act (1974) and relevant EC directives.

· To take responsibility for your own development and professionalism, ensuring that you keep up to date with new developments and continuously expand and build on your knowledge. 

· Attend and participate in training and other meetings and staff events as required.

· Be an effective member of your team, presenting a positive impression of your section and the business. 

· This job description is a guide to the nature of the work required.  It is not comprehensive, and it is expected that other duties will be undertaken as this role develops and as may be reasonably expected.

· This role requires the individual to travel to various sites across Kent and it is expected that an individual in this role has a full driving licence and access to a car with relevant insurance.

	Area
	
PERSON SPECIFICATION

	Essential or Desirable 

	Education & Qualifications
	· Evidence of a good educational standard, including GCSE English and Math's.
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	Knowledge and Experience
	· Experience of providing support to the designated customer group either in a volunteering or professional role.

· Well organised with excellent time management skills, able to arrange and manage workload demands, determine priority tasks, meet tight deadlines, and achieve goals.

· Up to date knowledge of welfare benefits for the designated customer group.

· Knowledge of related services provided by the statutory and voluntary sector.
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	Behaviours and Skills
	· Excellent verbal and written communication skills
 
· Demonstrate commitment to equality and diversity and a genuine desire to help people with disabilities and/or support needs.

· Self-reliant and able to work on own initiative with minimal supervision as well as part of a team. 

· Understanding of confidentiality and data protection issues.

· Comprehensive IT skills to include use of Microsoft Office and ability to maintain electronic records, with attention to detail.

· Ability to collaborate and work as part of a team.
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	Other
	 
· A willingness to work in a flexible manner as the service requires it.

· To be willing to train and gain qualifications to enhance own ability to undertake role.

· Able to work in other office locations as required.

· Empathy and understanding of the customer group we work with and support.

· You will need to be able to drive and have access to suitable means of transport. Personal vehicles need to be insured for business use. 

· A satisfactory enhanced DBS check is required for this role.
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