
Bright Futures Consultancy Ltd 

Job title: Case Manager 

	

www.brightfuturesconsultants.co.uk 
Hi, my name is Ruth and I set up Bright Futures 3 years ago! We are looking for a new 

person to become an integral part of our team. 
 
 
 
 
 
 
 

Bright Futures is proud to offer families and professionals support through a complex special 
educational needs process to secure the correct educational provision for children and 

young people. We are passionate about giving children the best chance in education and 
understand that there are sometimes (unfortunately) many hoops to jump through in terms 

of securing funding. 
 

We understand that the journey is not just about fact finding; there are real people involved 
and the impact that poor processes can have on families can be exceptionally damaging. 

This is why we are not simply an advocacy service. We are real-life human beings that 'get 
it', and that you can rely on during the tough times.  

  
The team at Bright Futures has knowledge of the legal systems, experience working with 

SEND and personal attributes include passion, compassion, tenacity, honesty and a strong 
sense of justice.  

Bright Futures has been running for over 3 years and have a well-established reputation in 
the sector. We are looking for someone that shares the same vision and ethos as Bright 

Futures –this is really important to us.  



We are also looking for someone that is driven by what is ‘right’ and what is ‘fair’. We need 
someone who has resilience and tenacity and is ready to put their all in to supporting 

families through thick and thin. 

At Bright Futures it is important that we cover our costs in order to provide the best possible 
service to families, but it is important to note that we are not driven by money. We are 

looking for someone that has a big heart and desire to do the best for others rather than for 
themselves. 

The person we employ needs to have the confidence to be put outside of their comfort zone 
and motivated at the prospect of learning new things. They need to be confident and able 

to challenge others when it is necessary to do so. 

The person employed needs to have a strong knowledge base of Education, Health and Care 
Plans, and the ability to expand on this quickly and effectively. The role demands knowledge 
and experience so that families and professionals can rely on your advice. The role asks for a 
minimum of 2 years’ experience working in or with SEN processes such as EHCPs. With this 

basis, and if successful, Bright Futures will ask you to expand your knowledge through 
intensive CPD programmes. You must have the ability to pick up information quickly and be 

able to functionally work with the information you learn.  

They need to have the ability to: 

- Have exceptional strategies to ensure full accuracy in all work at all times 
- Read, digest and critically analyse reports written by others 

- Self-manage effectively with limited input in to daily tasks from line manager (which 
includes priorities, time, tasks, expectations, response to change) 

- To managing others effectively 
- Pick up new information quickly and be able to effectively communicate it to others 

- Feel confident in giving advice (in line with Bright Futures’ Code of Ethics) 
- Never assume and always back up any piece of advice with factual evidence 

 

 

 

 

 

 



Bright Futures Case Manager 
Reports to: Managing Director  

Based at: Bright Futures, 18 Stalker Walk, Sheffield S11 8NF  

Job type: 25-38 hours required per week, 52 weeks per year [hours to be determined with 
the candidate & dependent on business need] 

Salary: £25,000-£27,500 [dependent upon experience] per year, pro-rata 

[Strong opportunities to become an integral part of the Directorate/ shareholders in the 
future] 

Type of contract: fixed term 1 year (continuation depends on business forecasts and success 
of new position) 3-month probation period 

Holidays: 30 a year including bank holidays (pro-rata) 

Flexible work: There is a strong possibility that some work can be carried out remotely, if 
necessary. However, in the first 3 months, we would require at least 25 hours per week to 
be in the office at the above address. 

Key responsibilities and accountabilities:  

• Develop knowledge base to the point of being able to give advice – fast and 
effective self-managed CPD is exceptionally important  

• Giving advice to families, schools and professionals on the EHCP process 
• To manage a good proportion of cases currently being held by Bright Futures  
• This includes communication with parents, professionals and other key 

stakeholders on a daily basis 
• Carrying out checks on paperwork (in line with services offered by Bright 

Futures) 
• Writing reports for families, schools and professionals 
• Submitting appeals on behalf of families 
• Attending meetings as a representative  
• Dealing with initial enquiries via telephone and email 
• Representing families at tribunals 
• Building relationships with key partners nationwide 
• Delivering training to other team members 
• Line manage a team of people (currently 2) 

 

 

 



Personal Specification  

Key Competencies  Essential  Desirable  Method of assessing  
Experience     

Experience with the education system in the UK  x   Application Form  
Worked with young people or children   x  Application Form  
A minimum of 2 years’ experience working in or with 
Special Educational Needs (SEN) processes – such as with 
Education, Health and Care Plans, reviews, seeking 
diagnoses, liaising with professionals, knowledge of SEN 
funding 

x  Application Form 

Experience of line management and confident to manage 
a team of people, particularly when external pressures 
can be high 

x  Application Form 

Skills and Abilities     

BA (Hons) degree in essay based subject area or 
equivalent  x  Application Form 

Ability to critically analysis information effectively  x  Application Form 
Ability to use Microsoft Office programmes in an excellent 
manner to summarise reports in the most efficient 
manner and to write reports. 

x   Application Form  

Ability to use own initiative to cross-examine information 
(by researching and quality assuring facts) 

 

x  
 

Application Form  

Ability to think ‘on the spot’ and tailor accurate and 
factual information and advice to different circumstances. 
This requires a strong ability to think in a lateral way.  

x   Application Form  

Excellent communication and interpersonal skills that can 
be tailored to different circumstances  

 

x  

 

 

Interview/ Application 
Form  

Ability to respond appropriately and empathetically in 
sensitive situations  x   Interview/ Application 

Form  
An understanding and experience of working with 
confidential information and data protection protocols x   Interview/ Application 

Form  

Ability to use own initiative to complete tasks  
 

x  
 

Application Form  

Excellent team work skills as well as leadership skills – you 
will be asked to contribute to brainstorming sessions, 
with the directors of the business 

x   Application Form  

Excellent organisational skills and ability to self- manage 
to meet client deadlines and distinguish between ‘urgent’ 
and ‘important’. 

x   Interview/ Application 
Form  

Pays excellent attention to detail when writing reports, 
reading reports, summarising information, interpreting x   Interview/ Application 

Form  



key parts of legislation, checking others’ work. This is 
absolutely essential 
Personal attributes     

Positive, forward-thinking, problem-solving and ‘can do’ 
attitude x   Interview/Application 

Form  
A willingness to learn and an ability to learn well through 
written material, such as studying books, case law and 
previous examples. An ability to continue CPD 
independently, on a monthly basis  

x   Interview/Application 
Form  

A warm and caring persona is necessary when handling 
enquiries and very sensitive/emotional cases x  Interview/Application 

Form 
Ability to think creatively and solve problems effectively 
and independently   x  Interview/Application 

Form 
 
 
Please fill in the supporting application form and make sure that you cover all of the points 
above. We will be scoring each applicant on their ability to demonstrate how they fulfil the 
job description requirements. All of the essential criteria must be demonstrated throughout 
your application in order to be successful at securing an interview. We suggest you frame 
your answers as follows, using the STAR method: 
 

Situation [explain the situation you were in an] 

Task [explain the task you had to complete] 

Action [explain the action you took – specify what skills you had to use to fulfil these 
actions] 

Result [demonstrate the positive impact you had on the outcome] 
 
Giving examples of how you fulfil each required job specification using this structure. (TIP: 
multiple skills – e.g. Organisational and problem solving or caring nature and ‘can do’ 
attitude - may fall in to 1 example – make sure you point this out). 
 
Please fill in the attached job application form and send back to 
ruth@brightfuturesconsultants.co.uk before 12noon on 5th July 2019.  

It is exceptionally important to me that the role is accessible. If you have any questions 
about accessibility, please do get in touch.  

Thank you for your time and I look forward 
to receiving your application. 

Ruth Bright, Managing Director 

 



Our Office, ethos and the environment 

 
Here at Bright Futures, it is so important to us that anyone employed feels valued and 
enjoys their work here. We have put a great deal of love in to the business, but also in to the 
environment too (let’s face it, this is important! You will be spending at least 25 hours of 
your week here – we want you to love it). We are constantly thinking about what makes a 
good employer, and how to support our employees to be part of the Bright Futures 
Community. This includes accessibility considerations including flexi-time, continued 
training regarding employer needs such as mental health and wellbeing, and the idea that a 
really great working relationship is built on trust, support and mutually ‘going the extra mile’ 
for one another.  
 
If you want to pop in to get a feel for what we do and hope we operate, please do get in 
touch and arrange an appointment! 
 

 
 
We also share an office with Bearhugs! We love them! They are some of the most 
inspirational people we know. They also share some of our most lovely values: 
www.bearhugsgifts.com  
 
One last note, we share an office with Ruth’s pet dog, Ruby. She is with us every step of the 
way and it feels like we sometimes have a therapy dog in the office! 
 
Thank you for taking the time to read this advert, and we look forward to receiving your 
application. Please find the application form attached to the webpage, separately. 
 
From, Bright Futures Team  
 
 


