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JOB DESCRIPTION & PERSON SPECIFICATION – CAREER GRADE

	SERVICE AREA: 


	Children’s Safeguarding

	POSITION NO: 

	SECTION:

	Safeguarding
	GRADES: Grade 4
                  Grade 5


	JOB TITLE:

	Team Co-ordinator
	DATE PREPARED: December 2017

	EVALUATION DATE:
	23 January 2018
	JE NUMBERS: Grade 4 NC4101
                          Grade 5 NC4102


	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.



	PURPOSE:
Grade 4: To support the delivery of high quality social work activities with the Hull Children’s Social Care Practice Model through the provision of administrative and liaison duties for a multi-disciplinary group of professionals.

To actively work as part of the whole service system, supporting colleagues in the day to day running of the service area.

Grade 5, all of the above plus:  To initiate on issues and actions which arise following discussions from reflective meetings ensuring children, young people, families and carers immediate needs are met.





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


	Grade 4

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults.

	2.
	Statutory Obligations - To organise a variety of meetings within statutory and procedural timescales, for and on behalf of families and practitioners as directed within a sensitive and highly confidential environment. Where appropriate and agreed to ensure the provision of additional support required for families to access meetings.

	3.
	Provides a high quality and efficient first point of contact and ensure communication channels between colleagues, members of the public or other agencies are effective. Meets and greets visitors, children, young people, families, colleagues and other agency professionals

	4.
	To maintain awareness of children and family circumstances and to keep up to date with developments within casework by being an integrated member of the team.

	5.
	Communicates respectfully and effectively with children and their families/carers, establishing rapport and building respectful, honest and trusted relationships.

	6.
	Organises and co-ordinates administration activities for practitioners. Maintains updates, validates and extracts data on the LCS and Oracle. Liaises with the Team Leader to highlight any issues arising relating to work deadlines and cover.

	7.
	Supports all communications coming into the team dealing with appropriately and effectively in a timely manner e.g. correspondence/letters, emails, complaints/
representations, financial claims 

	8.
	Responsible for supporting the Team Leader to organise weekly case meetings and ensures that each meeting agreed action is accurately recorded onto the LCS.

	9.
	Responsible for minute taking for statutory meetings and recording as appropriate on the case recording system.

	10.
	Organises transportation arrangements along with liaising with CYP&FS Contact Team for children, young people and families as directed through practitioners. Organises all financial arrangements in relation to families in line with Hull City Council procedures.

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

	Grade 5, all of the above plus:

	12.
	Ensuring statutory forms have been completed liaising with partner agencies in a timely manner reducing delay.

	13.
	Responsibility for updating and maintaining risk direction tool to provide colleagues with relevant information to inform decision making.

	14.
	Organise and monitor regular payments ensuring start and end dates are input in a timely manner so overpayments do not occur.

	15.
	Ensure case transfer process and closure processes is fully completed and all relevant processes and systems are updated, professionals and networks are communicated too regarding the change of arrangements/circumstances.

	16.
	Create and maintain electronic cultural Genograms/Ecomaps essential for reflective discussions, presentation of cases at panels, conferences and included in court bundles to support legal decisions.

	17.
	Support clients with completing of forms, sign posting to other agencies, telephoning benefits agency, contacting utility companies on their behalf.

	18.
	Mentor new team coordinators and provide in house training for systems and procedures.

	19.
	Liaise with professionals/agencies to collate information for life story work to ensure child or young person is provided with a comprehensive visual biography of their life.

	20.
	Liaise and communicate with families, carers, children and young people by collating feedback to support quality assurance process to enable service improvement and evidence of quality of service delivered required for Ofsted Inspections.

	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:

Grade 4: No direct responsibility for staff other than contributing and promoting the work of the pod and the service area

Grade 5, all of the above plus: Mentor newly recruited Team Coordinator and/or an apprentice


	2.	Responsibility for Customers/Clients:

Grade 4: Responsible for contributing to the welfare and protection of service users within the context of the Hull Children’s Social Care Practice Model. Liaises directly with children, young people and families within a systemic framework as directed by the Team Leader. Communicates sensitive and sometimes contentious information to other professionals as directed by the Team Leader.

Grade 5, all of the above plus: Responsibility for initiating issues and actions which arise following discussions from reflective meetings ensuring children, young people, families and carers immediate needs are met.


	3.	Responsibility for Budgets:

Grade 4: None

Grade 5, all of the above plus:  No additional responsibility 


	4.	Responsibility for Physical Resources:

Grade 4: Contributes to the maintenance of a healthy working environment and ensures that equipment used by the service is maintained and/or maintenance needs reported.

Grade 5, all of the above plus: No additional responsibility




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

	1. Within Service Area/Section:

Grade 4: High quality working relationships with colleagues in the team and ‘buddy’. High quality working relationships with Team Coordinators across the service area. High quality working relationships with all colleagues across Children & Family Services throughout the Children’s Social Care Structure e.g. Contact Team.

Grade 5, all of the above plus: No additional working relationships


	2.	With Any Other Council Areas

Grade 4: High quality working relationships with colleagues in Hull &Humber Shared Services

Grade 5, all of the above plus: Legal 


	3.     With External Bodies to the Council

Grade 4: High quality working relationships with Voluntary and Community Sector agencies, Health and Police within the locality/across the city. 

Grade 5, all of the above plus: No other additional external bodies




	ORGANISATION CHART: 


	
	
	
	Immediate Line Manager
Team Manager (Grade 11)

	
	
	

	Other jobs (peers) that report to immediate line manager
 Social Workers, Family Practitioners and Team Co-ordinators
	
	This Position
 Team Co-ordinator (Grade 4/5)

	
	
	

	
	
	Direct Reports
     Social Workers, Family Practitioners and Team Co-ordinators

























	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information for each level  
(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).
	G4
	

	
	
	
	
	

N/A
	


	
	G5
	

	
	
	
	
	
	

	WORKING CONDITIONS: Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment).
	G4
	

	
	
	
	
	

N/A
	


	
	G5
	

	
	
	
	
	
	

	EMOTIONAL DEMANDS: Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	G4
	

	
	
	
	
	
	Due to being first point of contact and attending meetings conversations are heard and recorded which are emotionally disturbing including content of a  sexual, physical abuse and extreme neglect. 

	
	G5
	

	
	
	
	
	
	Due to being first point of contact and attending meetings conversations are heard and recorded which are emotionally disturbing including content of a sexual, physical abuse and extreme neglect. 













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

	1. 
	Qualifications:

	
	Grade 4:
	
	
	

	
	Educated to GCSE standard English and Maths or Literacy & Numeracy Award equivalent.
	
	
	CQ

	
	ECDL (European Computer Driving Licence) qualification.
	
	
	CQ

	
	NVQ Level 3 Business Administration qualification or equivalent.
	
	
	CQ

	
	Grade 5, all of the above plus:
	
	
	

	
	NVQ Level 3 Business Administration qualification or equivalent.
	
	
	CQ

	2. 
	Relevant Experience:

	
	Grade 4:
	
	
	

	
	Experience of organising own and others’ work in a busy working environment.
	
	
	AF/I

	
	Experience maintaining administrative and monitoring systems.
	
	
	I/R

	
	Experience of working in a customer focused working environment.
	
	
	AF/I/R

	
	Experience of updating and maintaining sensitive and contentious information and records.
	
	
	AF/I/R

	
	Experience of operating financial processes within the bounds of procedures. 
	
	
	AF/I

	
	Grade 5, all of the above plus:
	
	
	

	
	Experience of complex multi-disciplined ways of working
	
	
	I/R

	
	Experience of working using own initiative 
	
	
	I/R

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

	
	Grade 4:
	
	
	

	
	Motivation to work with children and young people and/or vulnerable adults
	

	
	AF/I

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults.
	

	
	AF/I

	
	Able to work autonomously and as part of a wider group within the service area and prioritise work efficiently.
	
	
	I/F

	
	Excellent Microsoft Office and IT skills and an ability to use the suite to a high standard.
	
	
	AF/I

	
	Able to type with speed and accuracy. 
	
	
	R

	
	Able to take meetings minutes/action notes and reproduce accurate meeting records.
	
	
	AF/I/R

	
	Grade 5, all of the above plus:
	
	
	

	
	Ability to challenge and escalate concerns
	
	
	I/R

	
	Ability to create and maintain cultural genograms and ecomaps
	
	
	I/R

	
	Ability to gather constructive information
	
	
	I/R

	4. 
	Knowledge:

	
	Grade 4:
	
	
	

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults (service area to include where appropriate).
	
	
	AF/I

	
	Knowledge of Data Protection and Health & Safety Legislation.
	
	
	AF/I

	
	Basic knowledge of the Children Act and Child Protection Legislation.
	
	
	AF/I

	
	A sound knowledge of principles and procedures relating to the support and monitoring mechanisms for children and young people e.g. care planning, case conferencing and Looked After Children Reviews.
	
	
	I

	
	Basic knowledge of systemic practice and its application in the Children’s Social Care arena.
	
	
	I

	
	Grade 5, all of the above plus:
	
	
	

	
	A sound knowledge of systemic practice and its application in the Children’s Social Care arena.
	
	
	R/I

	
	A sound knowledge of the Children Act and Child Protection Legislations.
	
	
	R/I

	
	A sound knowledge of multi-disciplined agencies/departments involved with children, young people and families and carers.
	
	
	R/I

	
	A good knowledge of principles and procedures relating to the support and monitoring mechanisms for children and young people e.g. statutory responsibilities, becoming looked after process of case management system 
	
	
	R/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Grade 4:
	
	
	

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults (service area to include where appropriate).
	
	
	

	
	Good verbal communication skills with a high degree of customer focus and able to maintain a professional approach at all times.
	
	
	AF/I

	
	Able to build excellent rapport with children, young people and families and colleagues within the pod and service area.
	
	
	AF/I/R

	
	Grade 5, all of the above plus:
	
	
	

	
	Excellent verbal communication skills with a high degree of customer focus and able to maintain a professional approach at all times.
	
	
	I/R

	
	Confidence to have meaning full conversations to gather feedback from families and carers.
	
	
	I/R

	
	Ability to identify underlying issues and concerns relating to children, young people and their family
	
	
	I/R

	
	Ability to mentor and train colleagues providing advice and guidance maintaining professional approach.
	
	
	I/R

	
	Written Skills

	
	Grade 4:
	
	
	

	
	Ability to write accurately and concisely with a high level of attention to detail.
	
	
	AF/R

	
	Ability to take meeting minutes/action notes and reproduce accurate records of meetings.
	
	
	AF/R

	
	Ability to communicate effectively and professionally through written work.
	
	
	AF/R

	
	Grade 4, all of the above plus:
	
	
	

	
	Ability to analysis reflective discussions and record succinctly   on case management system.
	
	
	AF/R

	
	Ability to collate and present constructive feedback from families and carers.
	
	
	AF/R

	6.
	Other:

	
	If there aren’t any state ‘none’
	
	
	

	
	Grade 4:
	
	
	

	
	None
	
	
	

	
	Grade 5, all of the above plus:
	
	
	

	
	None
	
	
	

	
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.
	Competencies:

	
	The 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 competencies 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.
	
	
	

	
	Leading forward 
	
	
	AF/I

	
	Improving services
	
	
	AF/I

	
	Analysis and decision making
	
	
	AF/I

	
	Making things happen
	
	
	AF/I

	
	Communicating with impact 
	
	
	AF/I

	
	Collaboration 
	
	
	AF/I

	
	Developing self and others
	
	
	AF/I

	
	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).
	
	
	

	
	Able to work flexibly to meet the needs of children and families.
	
	
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced Disclosure (Child workforce) from the Disclosure & Barring Service 

	
	
	DBS Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or caution/s are considered “protected” in line with filtering rules for DBS checks.

	√


	N/A
	AF
(after shortlisting)

	
	If the postholder does not require a DBS disclosure the candidate is required to declare unspent convictions only

	
	N/A
	AF
(after shortlisting)
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