
London Borough of Lambeth 
Job Description 

 

Job Title:  Integrated Brokerage Officer 

Division:  Adult Social Care 

Grade:   SO2  

Responsible for: up to 4 x Integrated Brokerage Support Officer  

Responsible to:  Integrated Brokerage Quality Assurance Officer 

Main purpose of post 

To source, negotiate and broker all care placements, extra care and domiciliary care packages for 

service users with more complex needs within and outside the established commissioning and 

procurement frameworks. 

To assists as appropriate with the quality assurance and monitoring for all direct payments to ensure 

compliance and appropriate use of funds by service users. 

To manage daily referrals for care packages ensuring that they are placed in a timely manner whilst 

adhering to best value and quality assurance principles.  

To undertake the line management and supervision of staff. 

Key Responsibilities 

 Operational 

1. To broker creative and cost-effective care solutions for people with complex and specialist 

needs 

2. To source and negotiate the fee for spot domiciliary care packages and nursing/residential 

placements outside of the existing list of suppliers. 

3. To offer high quality advice, information and support to service users, carers, families and 

relevant agencies to enable them to make the right choice of service provision which suits 

the individual’s assessed needs and care requirements.  This would involve working with 

different teams as it will include people with Learning, physical/sensory disabilities, Mental 

Health needs, dual diagnosis and older people. 

4. To identify suitable service providers in conjunction with care managers, service users and 

their families that best meet their needs and provide value for money.   

5. To update management information systems and pass accurate information to the relevant 

teams regarding changes to client status.  

6. To broker all services within the relevant commissioning and procurement frameworks. 

7. To research and provide information about local services, networks and activities, 

community resources and opportunities for service users, and associated costs.  

8. To make arrangements to facilitate the timely discharge of patients from hospitals at the 

weekend or outside of normal working hours. 



9. To use information received to initiate the re-assessment and review due to changing care 

needs for existing service users  

10. To log and monitor complaints regarding service provisions, within agreed procedures as 

required. 

11. To fully utilise vacancies within our block care homes to minimise voids wherever possible. 

12. To undertake the line management and supervision of staff.   

13. To provide cover in the absence of your colleagues and/or line manager. 

14. To work with care managers to source supported/extra care accommodation, to include 

viewing potential accommodation when required. 

15. To manage extra care voids and the allocations process, liaising between relevant partners 

to minimise voids.  This includes ensuring all schemes and landlords follow the nominations 

process. 

16. Attend meetings as required. 

17. To amend and close packages as advised by care managers and service users. 

18. To create purchase order for services commissioned ensuring the use of the correct element 

and care tasks have been used for financial purposes in a timely manner to enable accurate 

budget monitor reporting.  

19. To setup new customers and raise invoices for client contribution for short term placements 

20. To support accurate recording using IT systems, including Mosaic and Oracle.  

21. To resolve financial queries from providers and service users relating to service provisions in 

a timely manner and escalate where appropriate. 

22. To update non-standard financial assessments on Mosaic and notify providers of the cost 

the client is assessed to pay.  

23. To organise, plan and prioritise work, attend supervision and cooperate with discussions 

relating to personal development. 

24. To carry out all placements within the Contracting Processes or Service Level Agreement and 

check that providers are approved by the Care Quality Commission. 

 

Partnership working 

1. To work with brokerage colleagues on identifying gaps in the market and developing 

appropriate services in conjunction with commissioning colleagues.  

2. To support Social Care and Integrated Commissioning in the development of practices to 

deliver integrated services. 

3. To process referrals for extra care by liaising with applicants, social workers, landlords and 

care providers.  This include escalating any difficulties arising from the referrals to a senior 

officer.   



 

Developmental 

1. To contribute to the development of new procedures and policies on processes and systems 

changes. 

2. To maintain awareness of good practice in relation to Quality Assurance as it applies to the 

delivery of care provisions 

 

Generic Duties 

1. To carry out duties of the post in accordance with the Care Act, Mental Capacity Act, Data 

Protection Act, the Computer Misuse Act, the Health and Safety at Work Act and other 

relevant legislation, as well as Council policies, procedures, Standing orders and Financial 

Regulations.  

2. To carry out the duties and responsibilities of the post with full regard to the Council’s Equal 

Opportunities Policy and any other council policies and good practice and guidelines and 

adhere to the Code of Conduct. 

3. To take responsibility, appropriate to the post for tackling racism and promoting good race 

ethnic and community relationships. 

4. To report and respond as appropriate to safeguarding concerns relating to children or adults 

that may be identified and contribute as appropriate to the investigation of those concerns. 

5. To undertake other duties (within the post’s scope of responsibilities which might be 

reasonably requested from time to time. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



London Borough Of Lambeth 
Competency Based Person Specification 

Integrated Brokerage Officer 
Scale: SO2 

 

 

It is essential that in your written supporting statement you give evidence or 
examples of your proven experience in each of the short-listing criteria 
marked Application (A) 
 
You should expect that all areas listed below will be assessed as part of 

the interview and assessment process should you be shortlisted. 

 
If you are applying under Disability Confident Scheme, you will need to give 

evidence or examples of your proven experience in the areas marked with a 

(✓) on the person specification when you complete the application form. 

 

 

Shortlisting 

Criteria  

Key Knowledge K1 Knowledge of legislation relevant to the 

delivery of Adult Social Care e.g. the 

Care Act, National Care Standards Act. 

 

 K2 Knowledge of care provision for one or 

more client groups including mental 

health, older people and disabilities  

 
 

 K3 Good administrative and IT skills , 

including diary management, minute 

taking, arranging meetings, telephone 

call handling filing, and knowledge of 

spreadsheet, oracle and other 

databases 

 
 

 K4 Knowledge of brokerage, direct 

payments, self-directed support and 

personalised budgets 

A✓ 

Relevant Experience E1 Experience of working to tight deadlines 

and of setting and achieving targets 

(able to work within demand led service 

with conflicting deadlines) 

A✓ 

 E2 Proven administrative experience 

working in a public sector (or 

equivalent) organisation using Mosaic 

financials or similar client information 

systems 

 

 

A✓ 

 E3 Experience of setting up complex care A✓ 



packages/placements including the 

negotiation of cost while adhering to 

the council financial envelope 

 E4 Experience of supervising and managing 

staff  

A✓ 

Qualification Q1 GCSE including mathematics and English 

Language – Grade 5-9 (A-C) or 

equivalent 

A✓ 

Key Behaviours B1  

Communicates Effectively is about how 
we talk, write and engage with others. 
It’s about using simple, clear, and open 
language to establish positive 
relationships with others. It’s also about 
how you listen and make yourself open 
to conversation.   

 

  

A✓ 

 B2 Focuses on People is about considering 
the people who our work affects, 
internally and externally. It’s about 
treating people fairly and improving the 
lives of those we impact. Put people at 
the heart of our work, after all that’s 
our business. It’s about making our 
processes fit people   

 

 

 B3 Focuses on Results is about ambition 

and achievement. It’s about making 

sure we are working towards the end 

product and considering the effect of 

our service. It’s about making the right 

impact, having the right result and 

changing things for the better   

 

 

 B4 Takes ownership is about being 
proactive and owning our personal 
objectives. It’s about seizing 
opportunities, driving excellence, 
engaging with the council’s objectives, 
and furthering our professional 
development.   

 

 

 B5 Works Collaboratively is about helping 
each other, developing relationships, 
and understanding other people’s roles. 
It’s about working together with 
colleagues, partners, and customers to 

 



earn their respect, and get the best 
results.   

 

 


