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Job Title: Personal Budget Case Worker 

Reporting to: Commercial Delivery Manager 

We Are Beams Grade: D 

Location: Kent & Medway – Working from Home 

Working Hours:  37 
 

Job Purpose 

To provide high-quality, person-centred support to individuals using Beams Supporting 
Independence Service, enabling them to achieve their goals, maximise their 
independence and enhance their quality of life. 
 
The Personal Budget Case Worker provides individualised information, guidance, and 
practical assistance to young people with disabilities or health conditions, and their 
families, supporting them to manage and use personal budgets effectively. The role 
enables individuals to access the services, resources, and opportunities they need to 
achieve their outcomes, maximise independence, and achieve self-determined lives. 

Main Responsibilities and Duties: 

 Promote the Supporting Independence Service, ensuring eligible disabled young 
people and their families understand their rights to access support through Direct 
Payments or Personal Budgets, and the assistance available to them 

 Provide information, guidance and practical support to clients in managing their 
personal budgets and arranging support that meets their assessed needs and 
personal outcomes  

 Support clients will all aspects of employing and managing support staff, including 
recruitment, safer recruitment practices, pre-employment checks, contracts, 
payroll processes, insurance, rota management, training, supervision, 
performance management and compliance with employment legislation 

 Assist clients to understand and fulfil their responsibilities as employers, 
promoting good practice in staff management, workplace safety, employment law 
and GDPR data protection requirements 

 Support clients to engage and manage self-employed workers where appropriate, 
ensuring arrangements are safe, effective and compliant with organisational 
standards 

 Maintain accurate and timely records of all client contact, support provided and 
outcomes achieved, using the organisation’s case management systems and 
databases 

 Monitor and review personal budget expenditure, providing reports and 
information to relevant Social Care, Health and Education professionals as 
required, to demonstrate appropriate use of funding 

 Develop effective working relationships with clients, families, colleagues and 
partner agencies to ensure coordinated support and the best possible outcomes 
for young people 
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 Deliver informal training, advice and couching to clients in areas such as employer 
responsibilities, staff management, problem-solving and conflict resolution 

 Plan and manage a varied workload efficiently, maintaining confidentiality and 
ensuring compliance with GDPR, organisational policies and professional 
standards 

 Work collaboratively as part of a multi-disciplinary team, contributing to service 
development and continuous improvement 

 Support clients who choose to engage self-employed workers to meet their 
support needs, providing guidance on the selection, engagement and 
management of arrangements to ensure they are safe, effective, compliant with 
funding requirements, recognised good practice and worker legal status 

Other Responsibilities: 

 Promote and maintain positive working relationships with colleagues, partner 
agencies, stakeholders and the wider community, supporting the reputation and 
objectives of the Charity 

 Work in accordance with health and safety requirements, ensuring the wellbeing 
of yourself, clients and others involved in the delivery of support 

 Contribute to a culture of continuous improvement by sharing learning, 
supporting colleagues and participating in service development activities 

 Demonstrate a positive, flexible and professional approach, maintaining high 
standards of reliability, integrity and innovations 

 Support the ongoing development, growth and sustainability of the service 

 Undertake relevant training, learning and professional development to maintain 
and enhance knowledge, skills and competence 

Personal Specification  

 Excellent interpersonal and communication skills with the ability to engage 
effectively with clients, families, colleagues and partner organisations 

 Demonstrate ability to build positive, professional relationships based on trust, 
respect and an understanding of individual needs 

 Ability to provide constructive guidance, encouragement and feedback that 
promotes confidence, independence and positive outcomes 

 Strong emotional intelligence, with the ability to manage sensitive, complex or 
challenging situations with empathy, discretion and professionalism 

 Patient, calm and resilient, with a consistent and person-centred approach to 
supporting others 
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 Criteria Essential/Desirable 

Qualifications Good standard of education, including 
English and Mathematics (GCSE Grade 
C/4 or equivalent) 
 
Relevant qualification or certificate in 
Health and Social Care, Youth Work, 
Human Resources, Business 
Administration or a related field 

Essential 
 
 
 

Desirable 

Experience Minimum of 2 years’ experience 
working with disabled children or 
young people 
 
Experience of providing information, 
advice, guidance or support in a 
person-centred environment 

 
Minimum of 1 years’ experience 
working in human resources, 
recruitment, payroll administration, 
employment support or 
demonstrable working knowledge of 
employment law requirements 

 
Experience supporting people to 
manage Direct Payments, Personal 
Budgets or Self-Directed Support 
arrangements 
 
Knowledge and application of person-
centred approaches and self-directed 
support principles 
 
Experience of working in partnership 
with statutory service, voluntary 
sector organisations or multi-agency 
teams  

Essential 
 
 
 
Essential 
 
 
 
Essential 
 
 
 
 
 
 
Desirable 
 
 
 
 
Desirable 
 
 
 
Desirable 

Skills and Abilities  Excellent listening, inter-personal and 
relationship building skills 

 

             Essential 
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Ability to communicate effectively 
and appropriately, both orally and in 
writing 

 
Excellent numeracy and literacy skills 
 
Ability to support and monitor 
personal budgets and financial 
records accurately 
 
Competent in the use of IT systems, 
databases and Microsoft Office 
applications 
 
Ability to analyse information, solve 
problems and make sound 
judgements 

 
Ability to maintain accurate records 
and produce clear reports 

 
Ability to coach, guide and support 
clients to develop confidence and 
independence 

 
Strong organisational and time-
management skills, with the ability to 
manage a varied workload 
 
Ability to work effectively 
independently and as part of a team 
 
Ability to promote the services of the 
Charity and represent the 
organisation professionally 

Essential 
 
 
 
Essential 
 
Essential 
 
 
 
Essential 
 
 
 
Essential 
 
 
 
Essential 
 
 
Essential 
 
 
 
Essential 
 
 
 
Essential 
 
 
Desirable 

 

Knowledge Understanding of Direct Payments, 
Personal Budgets and personalised 
approaches to support 
 
Knowledge of employer 
responsibilities and key employment 
law requirements 
 
Understanding of the needs, 
aspirations and challenges 
experienced by disabled young 
people and their families 

Essential 
 
 
 
Essential 
 
 
 
Essential 
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Awareness of safeguarding principles 
and responsibilities 
 
Understanding of equality, diversity 
and inclusion principles 
 
Awareness of the social, cultural and 
physical factors that may affect 
individuals accessing support 

 
Essential 
 
 
Desirable 
 
 
Desirable 

Personal Qualities Ability to engage positively and 
empathetically with young people, 
families and professionals 
 
Patient, calm and resilient, with a 
consistent and person-centred 
approach 
 
Methodical, organised and attentive 
to detail 
 
Commitment to equality, diversity 
and anti-discriminatory practice 
 
Ability to handle sensitive and 
confidential information with 
discretion and professionalism 
 
Commitment to continuous learning 
and professional development 
 
Positive, flexible and proactive 
approach to work 
 
Integrity, honesty and enthusiasm for 
the values and aims of the Charity  

Essential 
 
 
 
Essential 
 
 
 
Essential 
 
 
Essential 
 
 
Essential 
 
 
 
Essential 
 
 
Essential 
 
 
Essential 

Other Enhanced DBS Disclosure 
 
Ability to travel to fulfil obligations of 
the role, and represent the Charity 
 
Full UK driving licence and access to a 
reliable vehicle  

Essential – Will be provided 
 
              Essential 
 
 
 Essential 
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