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JOB DESCRIPTION

Job Title:
Health and Social Care Advisor  
Job Reference:

TBC
Directorate:
Chief Nurse 
Band:



TBC 
Working Hours:

F/T open to job share 
Tenure:


Fixed term contract until March 2011, 
Responsible to:
Health Access Manager and Head of Learning Disabilities Development/ Valuing People Regional Advisor 
Accountable to:

Health Access Manager and Head of Learning Disabilities 
Location:
NHS London Southside and other regional offices. The post holder may be required to work at any establishment at any time throughout the duration of his/her contract, normally within the location of the Strategic Health Authority, or as set out under the terms of his/her contract.  

​​​​​​​​​​​​​​​​​

1.
Job Summary

· To advise Organisations, Partnership Boards and people in London on how to involve people with learning disabilities in improving services, for example through the regional self assessment framework.  
· To advise organisations on quality issues relating to providing services to people with learning disabilities and how to make reasonable adjustments for people with learning disabilities.  
· The post holder will provide expert advise on making information accessible for people with learning disabilities.  He or she will be involved in developing good practice and information both electronic and paper-based. 

· The post holder will be asked to provide administrative support to the Health Access Team and the Valuing People Regional Advisor
· The post holder is a key member of the London wide team that implements Valuing People Now
2. Dimensions of the Post

2.1
NHS London is the Strategic Health Authority for London. It is one of the ten strategic health authorities established on the 1st July 2006 to lead the local NHS in London. It is responsible for ensuring that the capital's health services deliver world-class care by:

· developing and implementing our strategy for health and healthcare in London; 

· holding local organisations (see below) to account for the quality of the care which they provide; 

· ensuring capacity through the development of the workforce, technology and buildings.

2.2
NHS London manages the performance of 31 primary care trusts, 24 acute trusts, 3 mental health trusts and the London Ambulance Service. There are also a number of Foundation Trusts in London, which have greater freedom to manage their own affairs and improve services.

3.
Key Working Relationships

3.1 The post holder will be required to maintain constructive relationships with a broad range of internal and external stakeholders, including some or all of the following:

· Partnership Boards 

· Self Advocates 

· People with learning disabilities and their parents and carers
· NHS London Board and Directors and NHS London staff

· Chief Executives / Senior Staff of PCTs and NHS Trusts and London Ambulance service

· Peer staff in Trusts

· Department of Health and government departments

· Local Authorities

· Mayor of London, the London Assembly and the Greater London Authority

· National/Regional Media

· Voluntary Sector

· Prison service

· NHS Direct

3.2
Participate in relevant internal and external working groups, meetings and services related to projects.

3.3   Support the organisation of meetings, such as the Regional Partnership Board, including booking rooms and refreshment and setting up the equipment.  To meet and greet visitors and make tea and coffee for guests.
4.
Functional Responsibilities

4.1 Expert Advice 
4.1.1 Build relationships with organisations supporting self advocates to help members to get involved in mainstream consultations, the self assessment framework. 
4.1.2 Support Partnership Boards, organisations and health groups to involve people with learning disabilities by linking this to personal experiences.  
4.1.3 Provide training and present on a range of topics such as, but not exclusively, on what it means to have a learning disability and how reasonable adjustment made to services help people with learning disabilites
4.1.4 Advice on how information can be made more accessible and contribute to developing electronic and paper based material.  
4.1.5 Take part in performance and other meetings relating to services for people with learning disabilities.  
4.2
Financial and Physical Resources
4.2.3  Make full use of office equipment and materials to maximize team effectiveness; i.e. telephone, photocopier, intranet and internal newsletters in line with best practice and organisation policy.

4.2.4  Make full use of IT equipment and image databases
4.3
Staff Management

4.3.1
Provide training, advice and support on own area of responsibility and to manage own workload and task lists.  
4.4
Information Management.

4.4.1
Carry out timely and accurate information analysis

and reporting on issues relating to people with learning disabilities and present findings in an agreed manner.
4.4.2
Develop and maintain information required by job.

4.4.3
Maintain administrative and information resources

4.5
Research and Development:



4.5.1
Undertake auditing of projects, services, initiatives relating to care provided to people with learning disabilities

4.5.2
Carry out web based research on accessible information for people with learning disabilities. 
5.
Operational Responsibilities

5.1
Planning and Organisation:

5.1.1 Support implementation of projects and events  through administrative support, in accordance with the agreed priorities of the Health Access Team
5.1.2 Deliver against agreed objectives, achieving quality outcomes.

5.1.3
Assist in organising meetings or events and assist in the diary management requirements of individuals in connection with portfolio of work.

5.2
Policy and Service Development:
5.2.1 Propose changes to own areas of work, informing policy and making recommendations for more effective delivery.

6.
Accountability


Accountable for ensuring confidentiality and accuracy of information

7.
Other Duties


The above is only an outline of the tasks, responsibilities and outcomes required of the role.  The job holder will carry out any other duties as may reasonably be required by their line manager.  

The job description and person specification may be reviewed on an ongoing basis in accordance with the changing needs of the Department and the Organisation.

PERSON SPECIFICATION
Learning Disability Development Specialist

	ATTRIBUTE
	ESSENTIAL
	DESIRABLE
	HOW TESTED

A        I        T

	Knowledge, Training and Experience
	Knowledge of Valuing People Now
Experience of working at Partnership Board level 
Experiences of accessing services relating to learning disabilities 

Experience and knowledge of administrative tasks
	Chairing or co-chairing of  Partnership Boards
Experience of working with Regional Partnership Board 


	A

A


	

	Communication Skills
	Good presentation and advocacy skills and awareness of communication issues relating to people with learning disabilities.
Ability to produce accessible information for people with learning disabilities.

Good interpersonal skills
	
	A/I


	

	Analytical
	Able to analyse accessible information for people with learning disabilities.  
Ability to comment on quality of services provided for people with learning disabilities  
	
	A/I


	

	Planning Skills
	Skills for supporting project management
	
	A/I


	

	Management Skills
	Able to manage own workload 
	
	A/I
	

	Physical Skills
	Skills for manipulating information.

Basic IT and keyboard skills.
	
	A/I

A/I
	

	Autonomy
	Ability to travel to meetings and to manage own task list
	Good knowledge of London 
	A/I
	

	Equality and Diversity
	Good understanding of reasonable adjustments as they relate to people with learning disabilities.

Understanding of and commitment to equality of opportunity and good working relationships 
	
	A/I
	


A = Application

I = Interview

T= Test
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