
HULL CITY COUNCIL

JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Children, Young People and Family Services – City Safe and Early Intervention

	POSITION NO:

	SECTION:

	Early Help & Commissioning

	GRADE: 5

	JOB TITLE:

	Early Help Early Years 
Coordinator

	DATE PREPARED: August 2021

	EVALUATION DATE:
	10th August 2021
	JE NUMBER: NC4587


	DIGNITY AT WORK: To show, at all times, a personal commitment to Children and Young People and treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.




	PURPOSE: 

To increase the face to face delivery capacity across the Children’s Centre network in order to provide targeted support for parents and carers who have recently given birth during the Covid-19 period (0-2 years), thereby preventing further isolation and family problems from escalating, bringing about sustainable behavioural change, increasing resilience, improving outcomes and decreasing dependency on public services.

To support new parent’s and carers to access a range of direct and peer support activities via group activity, by developing and delivering a range of targeted Early Help services which will achieve and sustain positive outcomes for families across Hull, predominantly to children 0-2 years and their families as part of an integrated, multi-agency Early Help Hub.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and families.

	2.
	To develop and deliver high quality learning and play activities and groups to engage children, new parents and carers, through peer support and interaction with other families, reducing social isolation and increasing community networks.

	3.
	To improve physical and mental well-being for families, through the provision of infant massage groups, breast feeding peer support groups and Us Mums physical activities, encouraging parental interaction, attachment and bonding and learning through play.

	4.
	To deliver sensory sessions for children 0-3 identified as part of the SEND early identification pathway and sessions to support improvements in early speech, language and communication co-working with SLC practitioners. 

	5.
	To carry out home visits and outreach work targeting those who are most disadvantaged and vulnerable, which provide support, advice and guidance to parents and carers about Early Help services available including those delivered in Children’s Centres, by partner agencies and in the local community to encourage active participation and involvement in local services.

	6.
	To deliver Cooking on a Budget, healthy eating, introducing solid foods and HENRY courses for local families to support healthy weight and lifestyles.

	7.
	To support with roll out of training across the partnership for ‘Reducing Parental Conflict’ and early identification and support around parental conflict with new parents and carers jointly with health visiting.

	8.
	To provide information and advice on home safety and accident prevention as part of the integrated delivery and resources provided to support families, and further embedding Safe Sleep, ICON (Babies Cry, You Can Cope) and CONI approaches across targeted families.

	9.
	Undertake appropriate evaluation and monitoring of all services ensuring user views are sought systematically and this is used to influence and shape future service delivery and continuous service improvement.

	10.
	Maintain accurate case records for all individuals within a family ensuring timely update and capturing all family outcomes utilising the relevant ICT systems as directed and in compliance with data protection legislation.

	11.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff:

· Supports volunteers, students, apprentices at the centre, as part of a team.

2.	Responsibility for Customers/Clients:

· Makes assessment of need and risk and works with the ‘supervising manager’ to make decisions relating to level of risk
· To keep the manager informed about information which may suggest a child is at risk in accordance with Child Protection Policies. 
· To promote positive outcomes for children, young people and families
· Liaising directly with children and families under supervision of senior family support worker and early help social workers 

3.	Responsibility for Budgets: 

·  None

4.	Responsibility for Physical Resources:

·  Equipment on outreach visits when undertaking practical tasks in the home and within council settings such as Children’s Centres/Family Hubs
·  Responsibility for building security during ‘out of hours’ periods when the caretaker is not on site. 


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:

Working with colleagues and professionals from a range of services to identify, assess and support the needs of children, young people, their families and carers, this will include: Other Early Help Services as part of an integrated Early Help Hub – other Family Support staff; Anti-Social Behaviour Team; Parenting Support; Domestic Abuse Partnership (DAP); Children’s Social Care/Safeguarding teams, especially those within the EHASH, Early Help Social Workers and locality based pods, Youth Services; Education Welfare; Education Psychology; Youth Justice; Early Years Education Team

2.	With Any Other Council Areas

Housing; Adult Social Care; Area Teams; Customer Service Teams; others as relevant				
3.     With External Bodies to the Council

Develop, build relationships and maintain links with a wide range of external bodies including:
· Public Health Nursing – Health Visitors and School Nursing
· Nurseries and Childminders
· Housing providers
· Citizens Advice Bureau
· Hull and East Yorkshire Hospitals – Midwifery, Accident and Emergency, Paediatric Services
· Humber Foundation Trust – speech and language services, CAMHS
· Schools and Colleges (inc. Child Protection Coordinators and pastoral teams)
· Substance Misuse services
· Sexual Health services
· Local and national voluntary and community sector organisations
· General Practitioners (GPs) and Health Centre staff teams
· Humberside Police - Local Policing Teams
· Probation Services
· Jobcentre Plus, local training providers, further and higher education institutions
· HMP Hull Family Workers




	ORGANISATION CHART: 

	 (
Early Help Manager
)




 (
Senior Healthy Lifestyles 
Practitioner
)





 (
Early Help Family 
Activity Co-ordinator
)









	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	
	√
	
	
	
	Occasional exposure to physical demands over and above such as cleaning and packing belongings


	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	
	√
	
	
	
	Work will involve home visiting to vulnerable families and occasional poor environmental home conditions



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	√
	
	
	Working with vulnerable families and children in sometimes socially challenging situations alongside other colleagues






	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring CRB’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	A relevant Level 3, qualification or experience in an appropriate field related to Social Care, Education, Health, Early Years, Youth or Community Work.
	√
	
	AF, CQ

	
	Commitment to further develop knowledge and skills relevant to the post through training and development opportunities.
	√
	
	AF

	2. 
	Relevant Experience:

	
	Experience of working with children, young people, their families and carers.  
	√
	
	AF, I

	
	Experience of assessing needs and providing emotional and practical support to children, young people, their families and carers.  
	√
	
	AF, I, R

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people.
	√
	
	AF, I

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people.
	√
	
	I, R

	
	Ability to work as part of a team, supporting colleagues and managing conflict.
	√
	
	AF, I

	
	Ability to stay calm when faced with confrontational and threatening situations.
	√
	
	I, R

	
	Ability to demonstrate sensitivity to people from diverse family and cultural backgrounds.
	√
	
	I, AF

	
	Ability to maintain high levels of confidentiality.
	√
	
	AF, I, R

	
	Ability to organise and prioritise work and to work independently.
	√
	
	AF, I

	
	Ability to plan, record and evaluate through accurate recording and written reports.
	√
	
	AF, I

	
	Ability to use a PC for word processing, data collection, e mail and interpreting information contained on IT systems.
	√
	
	AF

	
	Ability to work flexibly and respond to change along with the ability to communicate in a sensitive manner to children and families
	
	√
	AF, I

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people.
	√
	
	I, R

	
	A working knowledge of child development and parenting issues and the ability to remain child focussed.
	√
	
	I

	
	An understanding of the principles of child learning styles and processes
	√
	
	I

	
	An awareness and up to date knowledge of good practice in health and social care in the context of current legislative frameworks. 
	√
	
	I

	
	Understanding of safeguarding, child protection and referral processes.
	√
	
	I

	
	A clear understanding of children and their families in the local community, the challenges they face and the barriers to accessing services which may be faced by priority and excluded families.
	√
	
	AF, I

	
	Awareness of diversity issues.
	√
	
	I, R

	
	Awareness of data protection issues.
	√
	
	AF, I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children and young people.
	√
	
	AF, I, R

	
	Developed interpersonal skills including communication, motivation, advocacy and negotiation skills 
	√
	
	AF, I

	
	Ability to effectively engage with children, young people, families and other services in a professional manner
	√
	
	AF, I

	
	The ability to empathise by building open, honest relationships, and reassuring messages about key transitions in the development and life of children.
	√
	
	AF, I

	
	The ability to re-assure children, young people and families by communicating with them in an open and transparent manner.
	√
	
	I

	
	Thoroughly developed influencing and caring skills.
	√
	
	I, R

	
	Enthusiasm and commitment to promote the work of the Early Help Services and partners
	√
	
	I, R

	
	To form good working relationships within an integrated setting.
	√
	
	AF, I

	
	Ability to stay calm under pressure.
	√
	
	AF, I, R

	
	Written Skills

	
	Good written skills and the ability to write clear, concise records on cases.
	√
	
	AF

	6.
	Other:
	
	
	

	
	Work flexibly and commute efficiently and effectively across an area ensuring the needs of the service are met. 
	√
	
	I 

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Values:

	
	People First
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:
	
	
	

	
	Leading forward 
	
	
	

	
	Improving services
	
	
	

	
	Analysis and decision making
	
	
	

	
	Making things happen
	√
	
	I

	
	Communicating with impact 
	√
	
	I

	
	Collaboration 
	
	
	

	
	Developing self and others
	
	
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced Disclosure & DBS Children’s Barring list check from the Disclosure and Barring Service 
	√
	
	Disclosure & Barring Service

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	√
	N/A
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure the candidate is required to declare unspent convictions only.
	
	N/A
	AF(after short listing)



