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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Children and young Peoples Services
	[bookmark: Text32]POSITION NO: Please provide this information if existing post      


	SECTION:

	Integrated Physical and Sensory Service
	GRADE: 7

	JOB TITLE:

	Assessment and Technical Officer

	DATE PREPARED: January 2023

	EVALUATION DATE:
	18th April 2023
	JE NUMBER: NC4875




	ROLE & PURPOSE OF JOB:
The Assessment and Technical Officer will provide training and advice to service users (Children and young people directly), staff internally and in schools and external professionals with regard to the implementation of assessed IT needs.  Required to ascertain IT hardware and software solutions, to ensure service users can access the curriculum using technology. 

Lead the development and delivery of bespoke training in the use of specialist hardware and software used by children and young people with hearing, vision, and physical difficulties.

To apply specialist knowledge for children with significant medical issues, to use technology that enhances the learning opportunities for them.  



	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/or vulnerable adults

	2.
	Customer Focus – 
Lead the assessment of the ICT needs of the children and young people, producing professional and detailed reports for education professionals and parents.

	3.
	Develop and deliver the bespoke software and hardware training packages for stakeholders, i.e. schools, colleges, IPaSS staff (linked to PGPR targets), Children and young people so they may competently access the equipment. Required to attend the setting, assess for the best solution implement and then quality check to ensure that any training issues are resolved, and that the equipment is addressing the needs of pupils. 

	4.
	Lead and guide discussions with stakeholders to discuss the implementation of technology for SEN children and young people to meet their outcomes.

	5.
	Attend and contribute to EHCP meetings, providing details regarding the technology implemented to meet need and how this is ensuring the child or young person can access learning.  

	6.
	Evaluate through monitoring and assessing, the success of deployed technology solutions and adjust this when necessary.

	7.
	Provide first line support for service staff regarding issues related to routine IT setup and maintenance.

	8.
	Leads on the development of ICT learning and other developmental initiatives e.g. Identifying learning needs, designing and developing programmes tailored to organisational/service requirements and delivering excellent learning interventions.

	9.
	Leads on the full range of ICT training in service. Responsible for the provision of ICT learning, advice and guidance in support of service strategic priorities.

	10.
	Performance Management – 
Evaluate new technology and advise IPaSS staff regarding technological advancements to ensure the service is fully abreast of the latest technological developments that may be beneficial for use by service users.

	11.
	Maintain the service asset inventory to ensure accurate locations of service equipment.
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	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS NOT POLITICALLY RESTRICTED



	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, 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.

	3. HEALTH AND SAFETY
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 wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. 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:	none

2.	Responsibility for Customers/Clients:
	Deliver technological solutions to ensure the authority is meeting it’s legal (EHCP) 	obligations to support service users regarding technology and training.  

3.	  Responsibility for Budgets:	none

4.	Responsibility for Physical Resources:		
	To manage the distribution of resources to service users, including settings and 	children and young people.  Ensuring equipment is safe and is fit for purpose.  Record 	the location of the equipment on the service database.



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

	1.	Within Service Area/Section:
IPaSS specialist teachers and teaching assistants to discuss and resolve CYP IT access issues, create and deliver training.

2.	With Any Other Council Areas
SEN team when contributing to EHCPs.

3.     With External Bodies to the Council
Health Trust staff (i.e. Physiotherapists, Occupational Therapists and Speech and Language Therapists) when discussing pupils’ access to the curriculum or delivering training.  
School SENCo’s to discuss the agreed technological solution for CYP.




	ORGANISATION CHART: Please Provide Job Titles and Grades  


	
	
	
	Immediate Line Manager
Business and Technical Specialist Lead
Grade 10

	
	
	

	Graphic Visualiser 
Graphic Designer 
Business Support Roles 
Grade 5
	
	Assessment and Technical Officer
Grade 7

	
	
	

	
	
	No direct reports























	
	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).
	|_|
	|_|
	|_|
	[bookmark: Check2]|X|
	|_|
	|_|
	Moving of heavy equipment, i.e.;
Tables, computer equipment, specialist seating.


	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	|_|
	|X|
	[bookmark: Check1]|_|
	|_|
	|_|
	
|_|

	Required use of specialist cleaning products, i.e. Tech Care sanitising spray.


	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	|_|
	|_|
	|_|
	|X|
	|_|
	|_|
	Providing regular support to children and young people with severe sensory impairments, and medical diagnosis, meaning that they can be upset and anxious





	
PERSON SPECIFICATION
	Cross  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 DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Foundation degree in teaching and learning (Level 5)
	x
	
	AF/CQ

	
	ICT A Level or equivalent experience
	x
	
	AF/CQ

	2. 
	Relevant Experience:

	
	Experience of working with Children and Young People that have Special Educational Needs
	x
	
	AF/I

	
	Extensive experience of successfully managing activity and performance targets 
	x
	
	AF/I

	
	Extensive experience developing training courses in the use of specialist SEN software and hardware.
	x
	
	AF/I

	
	Experience planning and managing training for people with differing abilities
	X
	
	AF/I

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

	
	Motivation to work with children and young people and/or vulnerable adults 
	x
	N/A
	AF/I

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults
	x
	N/A
	AF/I

	
	Problem solving and logical thought process to enable troubleshooting technology issues.
	x
	
	AF/I

	
	Lead the development of bespoke technology solutions to be used by children and young people with significant medical issues.
	x
	
	AF/I

	
	Work under own initiative – manage visits ensuring efficient and timely delivery of the service.
	x
	
	I

	
	Design and deliver bespoke training sessions for a wide range of skills and abilities
	x
	
	P/I

	
	Ability to think and react clearly and effectively in training situations, using tact, diplomacy and influencing skills.
	x
	
	AF/CQ/I

	
	Ability to use a comprehensive range of learning resources and methods.
	x
	
	AF/CQ/I

	
	Able to provide a high quality service working to tight deadlines
	x
	
	AF/I

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people
	x
	N/A
	AF/I

	
	Knowledge and understanding of the challenges faced by those with a disabilities.
	x
	
	AF/I

	
	Extensive knowledge of a range of SEND software and hardware applications and ability to judge their appropriateness to a range of demands as well developed knowledge to deliver learning solutions to support all service users
	x
	
	AF/I

	
	Comprehensive and extensive knowledge and experience of using IT/Systems to evaluate learning interventions.
	x
	
	AF/I

	
	Knowledge of SEND legislation and the Equalities Act.
	
	x
	AF/I

	
5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults.
	x
	N/A
	AF/I

	
	The post holder must be able to interpret, collate, present complex and sensitive information clearly and succinctly to a vast range of stakeholders
	x
	
	AF/I

	
	Effectively communicate with children and young people, parents/carers and other professionals.  Ability to understand and manage group dynamics for example, have sensitivity and understanding of individual learning styles.
	x
	
	I

	
	Written Skills

	
	The post holder will need to produce accurate complex, sensitive and at times contentious written information on a wide range of learning related issues.
	x
	
	AF/I

	
	Highly accurate recording skills to produce learning materials such as user guides
	x
	
	AF/I

	6.
	Other:
	
	
	     

	
	Must be able to travel between multiple locations including primary schools, secondary schools, colleges, home visits and locations outside of the city boundaries.
	x
	
	AF/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 marked 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 your application form.

	
	Values:

	
	People First
	[bookmark: Check3]|X|
	N/A
	I

	
	Respect
	|X|
	N/A
	I

	
	Learning
	|X|
	N/A
	I

	
	Ambition
	|X|
	N/A
	I

	
	Partnership
	|X|
	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
	|X|
	N/A
	

	
	Improving services
	|X|
	N/A
	

	
	Analysis and decision making
	|X|
	N/A
	

	
	Making things happen
	|X|
	N/A
	

	
	Communicating with impact 
	|X|
	N/A
	

	
	Collaboration 
	|X|
	N/A
	

	
	Developing self and others
	|X|
	N/A
	

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




	8. 
	Additional Requirements:

	
9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory - 
ENHANCED & CHILDRENS BARRING LIST CHECK
Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). 
	|X|
	N/A
	DBS Disclosure


	
	If the postholder requires a Standard or Enhanced DBS disclosure (with or without barred list check) the candidate is required to declare full details of everything on their criminal record.
	|X|
	N/A
	AF(after short listing)
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