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Job Description 
	 JOB DESCRIPTION Position Title: 
	Transition Manager 
	Date Prepared: 
	24th May 2012 

	Directorate: 
	Adult Social Care
	JD Reference no 

	Department: 
	Adult Social Care
	Grade: PO8  

	Location: 
	30 Coleridge Road, Walthamstow, London, E176QU


 JOB PURPOSE 

· The post of Transition Team Manager within the adult social care service is responsible for planning, maintaining, managing and developing statutory social work, health and career, educational and other related duties in accordance with relevant legislation, policies, guidance and procedures. 

· This post is key in ensuring staff effectively support  children & young people through the transition process from the age of 14 years to 25 years, ensuring that their voices are heard in all engagement processes 

· The team will be responsible for completing a person centred transition plans for young people from the age of 14 years. They will ensure that all statutory duties are carried out in respect of transition including, section 139a assessment, a multi-disciplinary community care assessment, continuing health care assessment and any other relevant assessments ensuring that the transition period is smooth and person centred. The manager will be responsible for ensuring that this happens as there is a risk to the the Borough’s reputation if the team fails.
· The person should have the skills to ensure that there is strong partnership working with all the key partners in transition, these include health, social care, education. 
· Be accountable for safeguarding ensuring that all staff follow the safeguarding procedures and protect venerable adults from risk. .
PRINCIPAL ACCOUNTABILITIES 

1. 
Leadership Skills 
1.1 
To provide professional leadership for staff within transition team, supporting them to have the appropriate tools to carry out their role. 

1.2 
To be responsible for the overall monitoring and performance of individuals and the multi- disciplinary team as a whole and to ensure that staff receive supervision, appraisals directly performance managing staff. 

1.3
To maintain knowledge of relevant legislation and research, to ensure that services respond proactively to required changes. The Manager is responsible for the team complying with all the legal requirements in relationship to disabled young people.
1.4
To create an effective learning environment within a team and be responsible for an annual training plan for the team
1.5
To develop and implement the Team’s Business Plan, ensuring that it reflects the every child matters principals, children and adults’ legislation and the personalisation agenda 

1.6 
To be responsible for recognising problems at an early stage, and identifying solutions. 

1.7 
To demonstrate commitment to the Council’s Core Values and to the Council’s Management Standards 

1.8
To manage a multi-disciplinary team and to ensure that there are strong working relationships with all key partners involved in the transition of young people in to adulthood.

2. 
Quality Control 
2.1
Responsibility for carrying out files audits, and sharing practice and learning points within the Team and across the service. 

2.2 
To have a knowledge and understanding of key Performance Indicators and other local targets within children and adult services. To ensure that the Team are aware of their performance in relation to these and be responsible for ensuring that actions are taken to achieve top quartile performance. 

2.3 
To be responsible for developing and maintaining efficient and effective systems to ensure compliance with procedures and recording systems. 

3. 
Supervision & Support of Staff 
3.1 
To be responsible all team members receiving effective induction, supervision, appraisal and support 

3.2 
To be available for consultation and advice on complex case matters where required, taking a lead role where appropriate. 

3.3 
To be responsible for ensuring that the team meet all the standards required to meet targets and timescales relation to case allocation, assessments and care planning. 

3.4 
To be responsible for managing all staff in line with local performance management schemes and target. To take appropriate action in managing performance, sickness and disciplinary issues in line with Council policies and procedures. 

3.5 
To be responsible for allocation of work within the Team and ensure that transfers to other adult teams are actioned appropriately. 
4. 
Managing Resources 
4.1 
To authorise budget expenditure within agreed authorisation limits, and within budget.
4.2
To ensure that the forecasting of present and future financial projections are based on clear data and financial modelling.

4.3
To be responsible for ensuring that the main transition data sheet is maintained and kept up to date.

5. 
Communication and Information 
5.1 
To be responsible for ensuring a high level of communication with the Service Manager responsible for transition in respect of complex cases, members’ enquiries and any performance concerns within their Team. To communicate appropriately and effectively across the Council and with partner agencies. 

5.2 
To be responsible for ensuring that all enquiries and complaints are dealt with in accordance with agreed timescales. 

6. 
Quality and Equality 
6.1 
Understanding and complying with the Council’s Equal Opportunities Policy and be responsible for promoting quality and equality within the team and in the provision of services. 

6.2 
To be responsible for upholding and complying with the statutory provisions of the Health and Safety at Work Act 1974 and any other associated legislation or Council policies and procedures. 

DIRECTORATE SPECIFIC RESPONSIBILITIES 

1. Partnership Working 

1.1 To build and maintain relationships with key partners, such as senior managers, councillors and members, careers, health, education, schools and the special educational needs services to improve outcomes for young people. 
1.2 To work in partnership with relevant children and adult social care services and other corporate services.
1.3 To have lead responsibility in relation to designated areas of partnership working. 
1.4 To be responsible for completing regular reports to the learning disability partnership board and other relevant boards.
1.5 To be responsible for ensuring the team works with families of young people, ensuring that they are given useful information in relationship to the transition process and support available in adult services.
1.6 To be responsible for building and maintaining relationships with advocates, young people and carers services, the public and the wider community.

2. 
Involvement Of Service Users 

2.1 
To be responsible for ensuring the involvement of children, young people, their parents and carers in relation to individual decision-making. 

2.2 
To be responsible for ensuring that children, young people, their parents and carers are involved  in decision making around service development and delivery, and be responsible for ensure feeding in to the commissioning strategies relating to young people.
2.3 
To be responsible for ensuring that children and young people are safeguarded 

3. 
Managing Resources 
3.1 
To be responsible for authorising budget expenditure within agreed authorisation limits, and within budget. The present budget for transition is approximately one million pounds
3.2
To be responsible for providing clear financial projections to the service manager and finance, relating to health, education and social care needs. 

3.3 
To be responsible for monitoring overall budget expenditure within the Team, and to ensure the effective use of resources. 

3.4
 To be responsible for ensuring that the Team work within standing orders when commissioning externally-provided services. 

3.5
To be responsible for effectively developing resources in order to meet all duties towards young people. 

3.6 
To ensure that all enquiries and complaints are dealt with in accordance with agreed timescales. 
4.
Service Development 
4.1 
To deputise for the Service Manager responsible for transition as required. 

4.2 
To be an active member of the service’s Management Team, and to    contribute to strategic policy and procedural developments. 

4.3
To be responsible for coordinating the transition individual tracking meeting, take a lead role in the data tracking meeting and the strategic transition board.

4.4
To be actively involved in the development of local resources in Waltham Forest using the data available relating to needs of children and young people with a disability, thus avoiding wherever possible the need for young people to be placed out of borough.

4.5
 To provide necessary cover in the service. 

4.6
To provide monthly reports on progress to the Strategic Transition Board
5       Customer Focus 
5.1   To promote high quality service delivery, and to monitor standards within the team regarding customer care.
5.2     To be involved in customer satisfaction surveys

5.3   To be responsible for arranging consultation sessions for key stakeholders relating to transition of young people with a disability

5.4   To be responsible for accessible information which will support the public to understand the borough’s work relating to working with young people with a disability.

The above mentioned duties are neither exclusive nor exhaustive and the post holder may be required to carry out other duties as required by the service. 

	Actions
	By Whom 
	Position 
	Date 

	Job Description Drafted 
	Karen Morrell 
	Service Manager 
	25th May 2012 

	Job Evaluation completed 
	
	
	

	JD & Grade confirmed to employees 
	
	
	


ADDITIONAL INFORMATION 

Reports To: Post Title Service Manager , Learning disability adult services. 

Responsible For Posts & Numbers:-6/7 people 

Budgetary Control if any excluding staffing costs 
	Position title 
	Team Manager
	Date Prepared
	25th May 2012 

	Directorate
	Waltham Forest adult social care
	Position Number
	

	Department
	Transition team, 14 to 25 YEARS
	Grade
	Po8

	AF = Application Form                       I = Interview                                         T=Test

	Person Specification
	Essential
	Desirable
	Method of assessment

	Education and Qualifications:

Social Worker qualified, holding CSS, CQSW or DipSW.
	   E
	
	AF/I

	1.Experience / Knowledge:

1.1 Experience of, and commitment to, multi-disciplinary working.

1.2 Experience and knowledge of safeguarding policies and procedures

1.3 Experience and knowledge of personalisation and the concept of self-directed care

1.4 Demonstrate knowledge and experience of  issues relating to children in transition, including relevant children and adult legislation

1.5 Significant experience in children, adolescent or adult services

1.6 Experience of working successfully under pressure combined with an ability to resolve conflicting deadlines.

1.7 A thorough knowledge and understanding of the legislation relevant to both adult service users and young people in transition, including the NHS and Community Care Act 1990, Valuing People Now, the Personalisation Agenda, The 139A assessments, the SEN Code of Practice as it relates to transition, combined with a sound grasp of the importance of appropriate assessment in the process of service delivery.

1.8  An in-depth knowledge of key issues and best practice regarding young people with a disabilities in respect of assessment, care planning and monitoring. 

1.9 Experience of managing a team of staff from different professional backgrounds and directing appropriately at all times

1.10 Experience of implementing person centred plans.

1.11 The ability to lead staff in developing and implementing transition plans, in partnership with young people, their families/carers, colleagues from Children’s Services and other professionals.

1.12 Experience of service delivery which is culturally sensitive and responsive to the needs of a multi-cultural community

1.13 Experience of initiating and maintaining service development

1.14 Experience of setting and reviewing targets, identifying  poor practice and taking action

1.15 Experience of working in partnership with a wide range of services and professionals
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	1.16 Experience and knowledge of best practice in working with families and carers including  undertaking carers 

1.17 Assessments
	
	
	

	Special abilities/aptitudes

1. Proven communication skills, verbal and written.

2. Ability to work effectively under pressure

3. Ability to understand complex issues and identify a way forward

4. Ability to motivate, direct and supervise a team of staff, identifying practice issues and take appropriate action

5. Ability to represent the service on multi-agency networks and groups

6. Ability to manage change effectively

7. Ability to take direction and follow through required action 

8. Commitment to the participation of children and young people with a disability both at an individual and service level

9. Ability to develop and implement the team’s business plans

10.  Be computer literate.
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	Other position specific requirements

1.Ability to produce complex reports for the strategic transition board and other relevant boards

2. Ability to work in a flexible manner within the team, in accordance with priorities defined by the Line Manager.

3. Able to work flexibly and at times unsociable hours

4. Good presentation skills

5. An understanding of, and commitment to, the principles of equal opportunities, and the ability to work in a culturally sensitive manner at all times.

6. Ability to speak the most common community language in Waltham Forest other than English, these being Turkish, Urdu, Somali, Albanian, Bengali, Hindi,  Polish and French 
7.  Able to travel outside of the borough  if required to do so

8. Detailed knowledge of children, adult health and social care, education and other relevant legislation and guidance relating to children, young adults and families.
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