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Grade:


Scale point 6 
Salary: 


£19,554 pro rata
Department:  

Link Back
Line Managed by:  
Service Lead
Working Hours:

21 hours per week FTE 0.6
Holidays:                           36 days including Bank Holidays (pro-rata for part time staff)

To support the delivery and ongoing development and expansion of our Link Back Service which provides assists Brighton and Sussex University Hospital Trust’s (BSUHT) discharge processes; ensuring that vulnerable older and disabled patients are supported to enable a safe and timely discharge home and optimising their longer term health and wellbeing. 

The Project Assistant will play a key role in developing our Early Response Service which accesses Hospital Discharge funding to address practical barriers to people getting and staying at home safely. Activity has included securing equipment, adaptations, deep cleaning services and short term emergency food parcels. 

In particular, the role will help to: 

· Build capacity in the Early Response Service by enabling the service to support safer and more timely discharge for more vulnerable patients. 

· Support current and increased levels of administration, monitoring and research. 

· Provide support across the Early Response and Link Back work areas and ease transitions between these two services where appropriate. 




This is a developmental role and the post holder will have opportunities to shape their workload with the team. The role will include the following tasks: 

1. Processing incoming referrals and support plans and uploading to Charity Log. 

2. Fact checking eligibility criteria and liaising with referees to obtain required information. 

3. Managing correspondence and dealing with telephone and email enquiries. 

4. Preparing signposting and information packs for clients. 

5. Contacting clients and completing feedback surveys over the telephone. 

6. Uploading monitoring data. 

7. Researching and vetting suppliers to develop a pool of trusted trades people available to the Early Response Worker. 

8. Liaising with suppliers and contractors to ensure competitive quotes and costings. 

9. Adding trusted services and suppliers to Possability People’s Its Local database. 

10. Developing Link Back’s database of community and voluntary service and activity providers. 

11. Supporting the (occasional) delivery of food parcels and/or small items of equipment to client’s homes as required (in line with Government Covid 19 guidance and Possability People Policy) 

12. To attend and contribute to meetings, events and workshops as appropriate to the Team’s work. 

13. To ensure that our Equal Opportunities Policy and procedures are adhered to. 

14. Working alongside other staff and volunteers, to help ensure that Health and Safety procedures are adhered to. 

15. To attend and contribute to team meetings, and other internal meetings and training events as necessary. 

16. Any other reasonable duties requested by the Link Back Service Lead. 

 
This is a summary description of the role, as it is constituted at present.  The above does not represent an exhaustive list of the duties and responsibilities of the role.  It will be the practice of the Possability People to examine periodically employees’ job descriptions to ensure that they accurately reflect the job being performed and/or that proposed developments are incorporated, as part of the process of personal objective setting.  It is the Trustees’ aim to reach an agreement on reasonable changes but if such agreement is not possible, Possability People reserves the right to insist on changes after appropriate consultation with the post holder.


Required to be committed, reliable and highly motivated and to work flexibly across the Link Back Early Response Services. 

To work with the Link Back team Early Response and Community Link Workers and Service Lead and volunteers. 

The role will initially be home based in line with Possability People’s Covid 19 policy and government guidance. Once office based working resumes it will be based at Montague House, Brighton, with occasional work out of office /and at clients’ homes where appropriate. 

To demonstrate an empathetic, confidential, tolerant and understanding approach to the needs of the clients, carers and families that you may be in contact with.


1. Lived experience or an in-depth understanding of the barriers disabled people face and an enabling approach to overcoming them 

2. An interest in working with vulnerable older people at risk of social isolation 

3. An interest in supporting disabled people’s rights to quality services and equal access to local and city-wide resources. 

4. Able to work independently and manage a busy workload. 

5. Good organisational and administrative skills. 

6. Contribute ideas, attend team meetings and be solution focused. 

7. A commitment to the principles of Equal Opportunities and Possability People’s policy on anti-discrimination for all groups in society. 

8. To uphold confidentiality when requested. 

9. Agreement to be contacted with information about upcoming opportunities. 

10. Strong communication skills when using the phone, email, letter or face to face. 

11. Able to use MS Excel and MS Word for basic functions. 

12. Able to use the Internet for basic functions. 


13. A knowledge of or interest in the social prescribing model in relation to supporting older people to improve their health and wellbeing. 

14. Experience of working with an elderly client group. 

Signature of post holder:  ………………………………………………             …./…./….Date
Project Assistant (Link Back)
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All appointments are subject to a six month probationary period.


All other terms and conditions are fully described in the contract of employment.


All posts within Possability People have the opportunity of an annual review/evaluation.
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