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	Job details

	Job title
	Workflow Lead 

	Job Reference
	22224

	Grade and Salary
	6 - £40,777 per annum (pro rata for part time)
This role includes performance related pay progression

	Service and Team
	Adult Social Care 

	Location
	Endeavour House, Russell Road, Ipswich, Suffolk, IP1 2BX – Hybrid 

	Hours per week
	37 

	Status
	Permanent

	This role may offer the following flexible working options

	· Working part time hours (eg different hours/days to those advertised)
· Job sharing
· Working compressed hours (eg a nine-day fortnight)
· Term time working (including partial term-time working)
· Use of flexitime / time off in lieu
· Hybrid working options, including some home working
· Working from different Council buildings
· Working adjusted core hours (eg starting later and finishing later or other patterns)




	About us


As a modern and effective council, we understand the importance of being flexible and well-connected in the ways we work. We focus our ambitions on doing what’s right for people, our partners and our communities - both now and for the future. 

That’s why, as one of the largest employers in Suffolk, we believe in empowering everyone. Through career variety and collaborative working, accessible career paths and professional development. 

The support and care we offer encourages and enables you to be the best you can be. To make a meaningful impact on the world around you. To achieve a unique sense of pride in what you do, why you do it and where. Reimagine the possibilities.

	Main purpose of the job


The Workflow Lead’s main priority is to support and enhance the workflow within the Adult Social Care directorate. Within this role, you will support and monitor the allocation of work across all teams within your locality.  Ensuring work is allocated in order of priority of risk and within the resources and timescales available, thereby ensuring that workflow runs smoothly and efficiently.

As the Workflow Lead you will provide operational day-to-day support and direction within the service area to maximise workflow.  You will identify and make any changes to the way in which work is allocated to the teams, ensuring that the minimum number of adults are on the area waiting /review lists. Working with other Workflow Leads to ensure that there is a consistent approach to workflow across the directorate by using data from business intelligence (BI) dashboard. This will enable workflow trends to be interpreted, challenges identified, and senior managers updated. You will also work closely with other services within the directorate, including Service Development and Contracts colleagues. This will ensure that any allocation requirements connected to a provider failure, or concerns linked to business continuity are effectively progressed and escalated accordingly.
	
In addition to the above, as Workflow Lead you will work closely with colleagues from Health, and other partner agencies such as Suffolk Family Carers, thereby ensuring referrals from these sources are captured correctly. 

	Typical responsibilities of a role at this level



· To support social care teams to manage the flow of work effectively to reduce waiting lists and overdue reviews. 
· To liaise with Team Managers regarding difficulties in allocating to their teams, supporting solutions with relevant data and information.
· Devising and maintaining and monitoring a system of workflow which collates performance information about workflow.
· Maintain and apply up to date knowledge of relevant legislation, policy and procedures to deliver workflow management that meets with statutory obligations, directorate policies and performance requirements.
· Work within Departmental policy and procedures and contribute to meeting departmental performance targets.
· To contribute to adapting systems for responding to urgent, priority work and supporting the change process.
· Contribute effectively to supervision, team meetings, training and staff development opportunities.
· Keep full and accurate records on Liquidlogic.
· Report to Team and other senior management on individual, team and area performance, difficulties being experienced in allocating work.
· Contribute to the collection and collation of information in support of complaints resolution.

	[bookmark: _Hlk34906451]About the team 


ASC is dedicated to support people achieve the outcomes that matter to them in their lives, promoting their wellbeing and independence through both statutory and non-statutory interventions and preventing or reducing their need for reliance on others.

We have a vision that supports outstanding outcomes for people, by working in new ways with our partners. Suffolk County Council (SCC) through its values and priorities is committed to delivering effective, efficient services and high-quality, person-centred care and the best quality support within the resources available. We embrace the use of digital, technology and innovation, delivering a higher quality service to people living in Suffolk, by doing the right thing at the right time and place.

We work from a strengths-based and solution-focused approach, focusing on proactive, preventative and personalised actions that promotes people’s well-being and independence. 

	What you will be expected to deliver in the role



The post holder will work closely with
· Team Managers
· All practitioners within teams e.g. Senior Practitioners, Social Workers, Occupational Therapists, Independence and Wellbeing Practitioners.
· Head of Operations and Partnerships and Operation and Partnership Manager
· Area Director
· Businesses and finance colleagues
· Adults and their families 
· Other ASC colleagues, e.g.  Safeguarding, Placement and Service Development and contract teams 
· Colleagues within other organisations e.g. Health Professionals, Charitable and Voluntary Organisations, and Housing Organisations.
· Colleagues in provider services and from other agencies, internal and external

Level of Autonomy and Decision Making
· The postholder will work within recognised guidelines but will be required to exercise their initiative on a daily basis and make frequent, difficult decisions without referring to more senior members of staff. 
· The postholder will consult with their manager for advice on issues relating to policy or resources.
· The postholder will be responsible for the identification and prioritisation or very high-risk work associated with supporting vulnerable adults. These decisions will affect the care and health outcomes for vulnerable adults.

	Person Profile – what you will bring to the team



Qualifications and professional memberships
1. NVQ 4 in Care or Health degree in relevant subject or willingness to work towards a qualification at this level and/or equivalent knowledge and experience. 
2. Level 2 Maths and English
3. Computer Literacy and Information Technology (Desirable)

Values and personal qualities
4. Demonstrates a passion for making a positive difference for Suffolk.
5. [bookmark: _Hlk68683140]Shares our WE ASPIRE Values and strives to lead by example in relation to these.
6. A strong commitment to fairness and Equality, Diversity and Inclusion (EDI).
7. Strives to continuously improve in everything they do, taking the initiative to learn and develop.
8. Brings creativity and constructive ideas into their work through innovation and openness to change.
9. Collaborates well with others and offers assistance and support to colleagues.
10. Functions with a high level of autonomy, self-direction, and motivation, demonstrating strong initiative.

Specialist knowledge skills and experience
11. Comprehensive working knowledge of the varied roles and responsibilities within Area Teams which facilitates appropriate allocations. 
12. Comprehensive knowledge of the legal framework and statutory responsibilities in which Social Services operate with the ability to interpret it accordingly.
13. Proven ability to undertake good quality and accurate assessments and reviews within the legal and statutory framework
14. Proven ability to allocate and manage an effective workflow system.
15. Proven ability to accurately prioritise high volumes of work through the assessment of risk to vulnerable customers and family carers and liaising and networking with a range of multi-disciplinary colleagues. 
16. Evidence of continuous and relevant training and development 
17. Proven ability to consistently and accurately use Liquidlogic. 
18. Proven skills in dealing positively and collaboratively with Adult Safeguarding issues, resulting in positive outcomes for customers
19. Workload Management skill (Desirable)
20. Ability to develop competency in supporting all roles within the Area Team. (Desirable)
21. Experience of liaising to achieve positive outcomes with staff in partner and provider agencies. (Desirable)
22. Proven ability to provide short, factual reports on own area of work for use by senior manager. 
23. Evidence of highly developed and effective verbal and written communication skills, in order to coax, cajole, persuade, convince and negotiate high quality outcomes for customers. 
24. Proven ability to source creative solutions to very complex problems for both customers and staffing issues. 
25. Competency in use of email, the internet and other desktop applications – BI Business Intelligence.
26. Proven ability to liaise and negotiate with a range of qualified and unqualified staff from a range of professions and their line managers, to enable priority allocations customers exposed to high levels of risk to be accepted. 
27. Proven ability to provide leadership and influence on others at various levels in the organisation to achieve improvements in service provision.
28. Experience of successfully providing leadership to staff which achieves agreed outcomes in a fast-moving and complex environment. 
29. Extensive experience of working in an adult social care practitioner role with a good understanding and practice of the assessment and review processes. 
30. Proven ability to continuously prioritise work for self and others through the understanding of the risk assessment process.
Additional requirements
31. Ability to travel to meet the demands of the service.
32. Full driving licence 
33. Willingness to undertake training and development 
34. Flexible approach to work which may include working outside core hours 
35. A DBS check will be carried out for the successful candidate, within the exemptions of the Rehabilitation of Offenders Act. 
36. Must show a commitment to safeguarding and promoting the welfare of children, young people and adults at risk.

	Travel requirements


You will need to travel, so you must either hold a full, current driving licence and have access to personal transport or meet the mobility requirements of the role through other reasonable and suitable means.

	Our values – WE ASPIRE
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At Suffolk County Council our WE ASPIRE values set out the behaviours we expect from everyone in the organisation regardless of who they are, what their role or grade is or where they work.

The values have been developed through feedback and input from employees at the council and underpin how we go about our everyday work.  They define us and help us to be the best we can be.

Visit our careers pages for more information on our WE ASPIRE values.

	Our Customer Commitment
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In addition to our WE ASPIRE values, we also have a Customer Commitment which sets out a number of strong principles that help support high standards of customer service and care that we can all endeavour to consistently demonstrate. 

For more information, view our Customer Commitment poster.

	More information for recruitment applicants



We offer a fantastic working environment including diverse and active staff networks,
great flexible working options and many benefits, as well as the opportunity to improve the lives of Suffolk residents. 

Visit the Suffolk County Council career website to learn more, including information about adjustments to recruitment processes, our interview schemes and other commitments to equality, diversity and inclusion.
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