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JOB PROFILE  AND PERSON REQUIREMENTS 

	JOB TITLE: DRIVE Panel Co-ordinator

	GRADE: 
5
	Evaluation Date: 
13 April 2026
	Evaluation Result: 453 
	NC5091



ROLE AND PURPOSE
[bookmark: _Hlk224130003]The post holder will support the delivery of the DRIVE Project provided by the Strength to Change service. Ensure the effective project management, planning and co-ordination of an efficient and effective DRIVE perpetrator and victim focused multi-agency panel meeting and co-ordinated response to holding perpetrators accountable.
PRINCIPAL ACCOUNTABILITIES: 
1. Work independently to manage, plan and organise own work to contribute to the successful delivery of the Drive Project.
2. Lead on the efficient and effective project management, co-ordination of the DRIVE Multi-Agency panel meetings and attend to ensure smooth operational delivery.  
3. Work closely with other safeguarding and risk management forums (e.g. Multi-agency Risk Assessment Conference (MARAC), Multi-Agency Public Protection Arrangements (MAPPA) to establish pathways and processes to ensure effective practice and sharing of information between partners and multi-agency forums.
4. Create, record, store, maintain, retrieve and update case records/data both manually and electronically on local and national case management systems (Iizuka). Makes decisions around levels of sensitivity and confidentiality and creates and records on case management system appropriately to safeguard clients personal and sensitive information. Maintain confidentiality in relation to data protection issues, Management of Police Information (MOPI) standards and GDPR.
5. Complete data reports for OPCC and commissioning arrangements in line with reporting requirements.
6. Use and understand common systems relevant to area of work to enable analysis of information and investigation of queries/problems.
7. Receive and respond to enquiries from partnership representatives, including complex queries related to area of work.
8. Provide relevant information, on the phone, face-to-face or electronic based on service procedures.
9. Ability to work on own initiative knowing when to escalate more complicated queries to Team Lead or Service Manager.
10. Carry out administrative duties which may include:-
a. Data collation and returns 
b. Word processing/keyboarding
c. Formatting documents
d. Co-ordination of office diaries
e. Secure distribution of case lists, minutes and actions 
f. Filing and storage of information in compliance with Council Policy and GDPR.
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility.
Additional information;
Political Restriction - This post is politically restricted under the provision of the local government and housing act 1989 on the basis of the following category: 
THIS POST IS NOT POLITICALLY RESTRICTED
GENERAL
The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties and responsibilities of a similar nature commensurate with the grade and requirements of the post, as and when required, throughout the various workplaces in the Council. 



ESSENTIAL CRITERIA
The application form will be assessed against the job role essential requirements to progress to the shortlisting process. 

Qualifications:

· Level 3 Qualification in a relevant subject focused on working with people, customer service, etc, or equivalent level of experience and requirement to Complete OCNLR Level 3 Certificate in Domestic Abuse: Prevention and Early Intervention within 12 – 18 months of taking up the post

Knowledge:

· A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults
· Understanding of the dynamics and behaviours displayed in relation to perpetration of domestic abuse
· Understanding of risk, risk management and safeguarding
· Knowledge and understanding of statutory and non-statutory offender management and / or safeguarding children and adult 
· Knowledge and understanding of root causes, impact and prevalence of violence and abuse against women and girls, domestic abuse and sexual violence
· Understand and be committed to equal opportunities and diversity issues and intersectionality of need in policy and practice.

Experience:
[bookmark: _Hlk227326787]
· Relevant experience of effective project management, planning and co-ordination of an efficient and effective service 
· Experience of case management work and data recording on electronic case management systems.  
· Experience of using risk assessments, screening tools and developing risk management plans through assessing needs in a client centred way and developing appropriate support packages.
· Experiencing of preparing and delivering training and awareness raising to other professionals
· Experience of working in a multi-agency environment and understanding the issues and challenges this may present, whilst remaining professionally curious and advocating on behalf of victim and their children.
· Experience of setting up and maintaining effective office systems and ensuring access and confidentiality details are managed appropriately and in line with GDPR Legislation. Knowledge of equal opportunities, freedom of information, subject access requests and how these relate to the service.

Skills:
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults
· Strong organisational skills, with the ability to manage a high volume of work efficiently and effectively within agreed timescales
· Able to demonstrate flexibility and adaptability in a pressurised environment, adapting different ways of working 
· Demonstrate an ability to work on own initiative with the minimum of supervision whilst working within professional frameworks and within policies and procedures. Know when it’s appropriate to seek line management / supervisory advice and support and how to follow escalation procedures. 
· Asks for and acts on feedback, learning from experience and continuing to develop own professional skills and knowledge. Exercises discretion and applies professional judgement, ensuring actions and decisions are proportionate. Is able to reviews decisions considering new information and changing circumstances
· Empathy and sensitivity to the needs of victims and their children
· Ability to establish and maintain good working professional relationships within the service and with other agencies
· Good time management and case management skills and the ability to multitask across a range of duties and responsibilities
· Plans and organises tasks effectively to maintain and improve performance. Takes an innovative and creative approach to solving problems and contributes to service development and improvements.  
· Initiative and commitment to team working and achieving service outcomes for clients. Contributing to service delivery and improvements.
· Manages multiple priorities, thinking things through in advance, balancing resources and co-ordinating activity to complete tasks within deadlines
· Exercises discretion and applies professional judgement, ensuring actions and decisions are proportionate 
· Ability to analyse, interrogate and understand information across data sources to reach appropriate hypothesis and conclusion.

Interpersonal/Communication Skills:

· Must have excellent, verbal and written communications skills including report writing. Ability to analyse, interrogate and understand information across data sources to reach appropriate hypothesis and conclusion
· Excellent interpersonal skills, able to develop and maintain positive professional relationships. Active listening, negotiation and advocacy skills and remains professionally curious, asks questions to clarify understanding, expressing own views positively and constructively
· Able to negotiate and persuade others by stressing the benefits of a particular approach, keeping them informed of progress and managing their expectations
· Must be computer literate and proficient in Microsoft applications.
· Competent numerical skills with the ability to interpret data and present findings clearly 
· The ability to direct and co-ordinate meetings to ensure the co-ordination of services and the needs of victims and their children are met
· Treats people with respect and dignity, dealing with them fairly and without prejudice regardless of their background or circumstances


DESIRABLE CRITERIA
Where there is a high number of applications that meet the essential requirements, the desirable requirements maybe used as part of the shortlisting process.

Experience:
· [bookmark: _Hlk227329203]Working with the Violence Against Women and Girls sector.

Skills:
· Completing Domestic Abuse specific risk assessment and management tools
· Can clearly demonstrate specialist knowledge, understanding and awareness of the impact domestic violence and abuse has on women and their children.
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