EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Appointee and Deputyship Team Case Worker
Department: Adult Social Care and Health (ASCH)
Grade: Single Status 7
Responsible to: ASC Financial Services Team Leader / Team Manager
Purpose of the Role:
Supporting those adults who receive care and support through East Sussex County Council (ESCC), Adult Social Care and may lack mental capacity to manage their finances and property.  If they do not have any close family or friends willing or able to support them, ESCC’s Appointee & Deputyship Team (ADT) may take on the responsibility by way of Department for Work and Pensions Appointeeship or Court of Protection Deputyship. 
ADT are responsible for managing and protecting the income and assets of vulnerable adults.
The responsibility of the Case Worker is to manage the day to day financial affairs of those vulnerable adults in accordance with the Mental Capacity Act 2005 (Mental Capacity Act 2005 (legislation.gov.uk) and our responsibilities as set out in the Office of the Public Guardian Standards (Deputy standards: professional deputies (publishing.service.gov.uk).
Key tasks:
1. Submit applications to the Department for Work and Pensions for Appointeeship and to the Court of Protection for Deputyship.
2. Identify entitlement to and make applications for state benefits and local authority financial assistance.
3. Make Best Interest Decisions regarding the use of the person’s income and capital. 
4. Prepare financial plans, including comprehensive budgets to ensure finances are used effectively.
5. Manage a person’s property, including tenancies, annual property maintenance and managing the sale of a property. 
6. Identify and report safeguarding concerns to the appropriate person.
7. [bookmark: _Hlk93052020]Complete annual reports for the Office of the Public Guardian on the person’s financial position.
8. Identify and manage debt, including negotiating repayment or recovery of assets.
9. Manage estate cases and pay out funds to the appropriate person.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Energy efficiency – explore ways to reduce the environmental impact and energy consumption of your work.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION
Essential key skills, abilities, knowledge, experience, values and behaviours
1. Communication skills with the ability to negotiate, advise and provide guidance to people with complex needs, which include, but not limited to learning difficulties or disabilities and mental health needs.
2. Ability to analyse complex financial information, including state benefits, capital, savings, private income.  
3. Ability to complete financial reports.
4. Ability to manage constant and conflicting demands, often to meet tight deadlines.
5. Ability to work constructively with colleagues, both internal and external and as part of a team.
6. Ability to use Microsoft Office applications, in particular Excel and Word.
7. Experience of working with a range of people with different needs and abilities.  
8. Experience of working in a role where accurate figure work is required, including reconciling financial data and financial planning.
9. Experience of working in partnership with other agencies, i.e. Citizen’s Advice, community and voluntary organisations, Department for Work and Pensions.
10. Experience of using database packages.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	Yes

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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