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Job Summary

	Post Title
	Making Every Adult Matter (MEAM) Officer
	Pay Grade
	Grade 6

	Directorate 

Service Area
	Adults & Health 
	Line Manager
	Making Every Adult Matter (MEAM) Team Lead

	Post Number/s
(Mandatory for existing posts,
If multiple posts state all)
	91152914
	If existing post is the post title changing? If yes state both
	N

Existing title



	JE/GAR reference number (Mandatory for existing posts)
	
	Work Location
(state Council office)
	QVR / Gateway / Walton Street 

	Work style

	On the Go 
	Job Family
&
Role Profile
	Customer and Community Support
CCS06O

	DBS Check Required?

	YES

Enhanced, Adult workforce (no barred list).

	Politically Restricted Post?

	No 

The Local Government and Housing Act 1989 prevents certain officers from taking part in political activities, such as holding office as a local councillor.
There are broadly two categories of restricted posts:
Posts which are ‘specified’ as per Section 2(1) of the LGHA 1989 and Posts which are ‘sensitive’, which means that they are politically restricted by virtue of the nature of the role, rather than the job title.



	Job Purpose and Job Context

	To provide intensive support and intervention to improve outcomes for small cohorts of individuals, in line with the Opportunity Bucks programme, who have experience of multiple disadvantage, which could include homelessness, social isolation, mental health, substance misuse. Roles are within the new Making Every Adult Matter Team in Buckinghamshire.

The purpose of the team is to empower people to take control of their own lives, connecting people with appropriate services to enable them to sustain control and to access support as required. MEAM officers will coproduce support plans with people on the caseload, supporting them to navigate services, improving outcomes and influencing local services to address gaps.

	Main Responsibilities and Duties

	
· Experience of partnership working.
· Excellent written, verbal communication and presentation skills and relationship building skills.
· Good ICT skills - both standard Microsoft applications and specialist systems.
· Substantial relevant experience of the service area / profession, with evidence of expert knowledge and work responsibilities appropriate to the role.
· Build and maintain effective working relationships at all levels. Deal with people at all levels confidently, sensitively and diplomatically.
· Deal with challenging behaviour / situations or escalated complaints which involve significant persuasion and influencing skills. Understand anxiety's, emotions, needs and motivations to manage expectation through support, negotiation and information provision to achieve the best outcome for customers. Ability to relay negative outcomes to customers.
· Manage and monitor complex personal caseloads and maintain accurate detailed casework records by fully utilising IT systems.

Mandatory obligations:
Safeguarding
· Carry out all duties with an awareness and understanding of the Safeguarding requirements within the area of responsibility. Behaviours and actions support the safeguarding of children, young people or vulnerable adults as appropriate.
Exceptional Circumstances
· Provide support which is reasonable regarding both the job and the job holder’s circumstances to a corporate response in exceptional circumstances.
Health & Safety
· Carry out all duties and responsibilities with reasonable care for the health and safety of ourselves and others and report any potential hazards or unsafe practices to the line manager.
Values and Behaviours
· At Buckinghamshire Council, our organisational values and Behaviours are central to our workplace culture. They form the basis of how we work with each other, and how we deliver our services to customers and communities in Buckinghamshire.
Self-Development and Support
· Participate in self-development and the performance management review process, in order to improve performance at work. Contribute to the development of others (e.g. through sharing knowledge and skills acting as a coach or mentor or providing feedback).
Diversity, Inclusion and Wellbeing
· Buckinghamshire Council is a diverse and inclusive organisation that cares about its people; giving everyone the chance to make a positive impact to those around them. It is everyone’s responsibility to maintain actively support this culture by showing respect for one another and by ensuring the wellbeing of themselves and their Colleagues. Visit the Council’s intranet site to find out more about diversity, inclusion and wellbeing.


	Accountability

	· If this role manages a budget please state the size of the budget: N/A 
· If this role monitors a budget please state the size of the budget: N/A 
· How many direct reports does this job have in its reporting line? Please also indicate the grade/range of the direct reports and which legacy organisation’s terms this relates to. (e.g., BCC, AVDC, WDC or CSB)
· How many indirect reports does this job have in its reporting line? N/A 

	Scope for forward planning and deadlines

		Planning & deadline requirements (tick all that apply):
	P
	Provide Job Specific Examples

	Up to 3 months
	
	

	1 year
	P
	· Plan and prioritise your workload effectively to meet agreed deadlines for case reviews, risk assessments, and reporting. 
· Anticipate potential challenges and proactively adjust plans to ensure continuity of support. 
· Contribute to project timelines and system-change initiatives, ensuring actions are delivered within set timeframes. 
· Maintain flexibility to respond to urgent situations while keeping strategic goals in focus.

	3-5 years
	
	




	Values and Behaviours

	We expect your values and behaviors to reflect the values of the organisation:
Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative



The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.
	Knowledge, Skills and Experience 
(taken from role profile to complete)
	Job Specific Examples
	Essential
	Desirable

	Experience of partnership working
	Develop detailed knowledge of local services available, identifying key partners and organisations that can support the team, and assisting to identify gaps in the local system of provision.
	P
	

	Excellent written, verbal communication and presentation skills and relationship building skills.
	Coproduce personalised support plans to improve outcomes for individuals, improving health and wellbeing and reconnecting people to community groups and statutory services.

	P
	

	Good ICT skills - both standard Microsoft applications and specialist systems.
	Maintain accurate records.

	P
	

	Substantial relevant experience of the service area / profession, with evidence of expert knowledge and work responsibilities appropriate to the role.
	Work proactively and collaboratively as part of a multi-agency team liaising with relevant partners and colleagues. Maintain relationships for effective partnership working.

Actively participate in developing and applying the learning from the MEAM Approach cohort to improve best practice and inform local approaches.
	P
	

	Build and maintain effective working relationships at all levels. Deal with people at all levels confidently, sensitively and diplomatically.
	Develop and maintain strong links with other navigators within the target area, e.g. MH navigators, social prescribers.


Engage proactively with the MEAM network.
	
	P

	Deal with challenging behaviour / situations or escalated complaints which involve significant persuasion and influencing skills. Understand anxiety's, emotions, needs and motivations to manage expectation through support, negotiation and information provision to achieve the best outcome for customers. Ability to relay negative outcomes to customers.
	Focus on strength-based, trauma informed, and asset-based approaches to improve outcomes.

Ensure people are involved in all aspects of the services they receive including policy, practice, delivery and design where possible.
	P
	

	Manage and monitor complex personal caseloads and maintain accurate detailed casework records by fully utilising IT systems.
	Provide intensive support to caseload of people in the target areas.

Collaboratively develop risk management plans for caseload that are strength-focused and trauma informed.
	P
	

	Qualifications 
(taken from role profile to complete)
	Essential
	Desirable

	Educated to NVQ 4 / degree standard or equivalent.
	P
	

	Relevant qualifications / accreditations in relation to area of work.
	
	P

	Other Requirements
	Essential
	Desirable

	A full UK driving license required to be able to carry out the role 
	P
	

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	Y

	* Delete as appropriate one of the below
*All posts that need an enhanced or standard DBS check 
This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare:
· All unspent convictions and conditional cautions
· All spent convictions and adult cautions that are not protected (i.e. that are not filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2020 and 2023).
For further information on filtering please refer to Nacro guidance and the guidance published by the Ministry of Justice (see, in particular, the section titled ‘Exceptions Order’).
OR (*delete as appropriate)
*For all other post regardless of whether require a Basic check or no check at all
This post is covered by the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare: 
• All unspent cautions and/or unspent convictions 
For further information on how long it takes for cautions and convictions cautions to become spent, please refer to our guide on the Rehabilitation of Offenders Act 1974 (updated 2023) | Nacro
	Y







Y









	This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.







