Job Profile
Panel Co-ordinator – Fostering Team

Grade D

	Group:  Care Wellbeing & Learning

	Location: Fostering Service 

	Service:  Social Work – Children and Families

	Line Manager:  Senior Operational Support Co-ordinator

	Car User Status:  None



· Providing a high level of customer service to service users, members of the public and external organisations via telephone, letter, email, and in person to ensure an ongoing provision of a high quality service.
· Attending and contributing to service, team and strategy meetings, recording proceedings where necessary.

· Safeguarding the confidentiality of information relating to Foster Carers, Children and Young People at all times in accordance with Gateshead Council’s policies and procedures.

· Such other responsibilities allocated which are appropriate to the grade of the post.

Knowledge and Qualifications


Competencies

	Communication

Teamworking

Dealing with customers/service users

Being flexible

Learning & developing

Making things happen
	Expressing ideas and information clearly and in a way which helps people to understand the message.

Working with other Council employees to achieve results and develop good working relationships.

Putting the customer/service user first and giving excellent service.

Adapting to change and working effectively in a variety of different situations.

Actively improving yourself by developing new skills and knowledge, and learning from past experiences.

Organising yourself and taking responsibility for achieving results.


Job Purpose


The key roles of this post will include: 





Co-ordinating and organising regular twice monthly Fostering Panels, including determining dates and venues, panel member attendance and quoracy and the preparation and distribution of written invitations to panel. 


Preparing agendas, liaising with Social Workers to collate and distribute highly confidential documentation in both paper and electronic versions to panel chairs, senior management and panel members.


Attending panel meetings, taking accurate and precise notes of each meeting and providing typed minutes from the meetings in accordance with regulated timescales to panel chairs and Agency Decision Maker.


Preparing and distributing post panel paperwork, including correspondence to Foster Carers, Social Workers, Panel Members and Managers as required.


Maintenance of panel and social care recording and filing systems, collating and analysing a range of data including the production of statistics to Senior Managers, ensuring information used by the service is accurate.


Assisting with the recruitment of Panel members, maintaining and updated records and co-ordinating all recruitment information including references and statutory checks.


Assisting the Team Manager with annual Panel training and retaining attendance lists


Acknowledge and respond to routine correspondence according to set guidelines and in accordance with Foster Panel procedures.


Providing pro-active support and guidance to members of the Fostering Team on panel arrangements, attendance times, completing of documentation.


Co-ordinating the annual appraisal of panel members and panel chairs.


Assisting the Fostering Business Support Team with general admin tasks, providing cover in the absence of colleagues and undertaking other duties as and when reasonably requested by the line manager and Team Manager.








































































































Desirable





Knowledge of:





Carefirst, Civica and Total View systems














Essential





Knowledge of:





IT systems including Excel and Word


Effective written and oral communication skills


Information Management


Business Administration skills and experience





Qualifications:


NVQ Level 3 in Business Admin, or equivalent





Experience of:


The implementation and maintenance of manual and computerised information systems


Minute taking


Working to deadlines and managing competing timescales






























