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	SERVICE:


	Regeneration and Local Services

	SERVICE GROUPING:


	Economic Development & Housing - Housing Solutions




	1. 


	POST TITLE:  
	Family Intervention Project Support

	2. 2.
	POST NUMBER:

	

	3. 3.
	GRADE:



	Grade 7
Job Evaluation Ref No: N9346
  

	4. 
	LOCATION:
	Your normal place of work will be Crook, Durham.
However, you may be required to work at any council workplace within County Durham


5. RELEVANT TO THIS POST:
Flexible Working:
Subject to service needs the council’s flexible working policy is applicable to this post

  

Disclosure & Barring Service:    
Subject to DBS Enhanced disclosure

6. ORGANISATIONAL RELATIONSHIPS:
           The post holder will be accountable to the Family Intervention Team Leader   and will be responsible to provide support for the Key workers within the Family Intervention Team(s).  This will include joint visits and support for key workers to provide a translation service.
7. DESCRIPTION OF ROLE:
To provide comprehensive support for the Family Intervention project(s)

To collate statistical information for the Family Intervention project(s)

8. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
To liaise and support key workers who work with individuals, childless couples and families to enable them to live successfully in the community and reduce barriers to employment
Liaising with partners and agencies to ensure referrals contain adequate and appropriate information to allow comprehensive needs assessment to be completed 

Undertake home visits with key workers, within agreed timescales, to identify any housing issues, including potential homelessness or unsuitable accommodation
Take and distribute minutes of a wide range of internal and multi-agency meetings.  

Assist with referrals made to the FIP team including assisting Key Workers with the collation of information required to prepare assessments, ensuring effective documentation is maintained at all times. 

Entering of information relating to service users assisted by the FIP team onto computerised systems.

Under the direction of the FIP Team Leader assist in the production of monthly financial reports to confirm total budget/spend and handling and managing of office petty cash.

Contribute to promotional/advisory materials in relation to FIP.

Deal with routine office correspondence, maintaining effective relations with external agencies.

Deal with telephone enquiries from members of the public and officers from external agencies and personal callers to the office in a courteous customer orientated manner.

Under direction of FIP Team Lead, manage office diaries, maintain team personal information and monitor for Team Lead information.

Provide support and assistance with the FIP team around translation and interpretation.


The above is not exhaustive and the post holder will be expected to undertake any duties 
which may reasonably fall within the level of responsibility and the competence of the post as 
directed by the Head of Service.
9.
COMMON DUTIES AND RESPONSIBILITIES:

9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.

 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)

To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)

To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.
9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.
9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Person Specification – Family Intervention Project Support (Grade 7)
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	NVQ Level 3 in Administration or a Level 3 qualification in a relevant subject
	
	· Application form

· Selection Process

· Pre-employment checks



	Experience
	Dealing with members of the public in person and on telephone

Working in a similarly challenging role


	Providing services to vulnerable groups

Minute taking


	· Application form

· Selection Process

· Pre-employment checks



	Skills / Knowledge
	Excellent verbal and written communication skills

Excellent interpersonal skills 

Excellent administrative skills, with ability to organise and prioritise own workload and to deliver work within deadlines

IT and word processing skills

Highly numerate with an analytical approach

Ability to work effectively as part of a team

Computerised information systems

Wide range of administrative procedures


	Maintaining databases

Production of publicity material e.g. newsletters and leaflets

Production of PowerPoint presentations

Event organisation

Liaison with external agencies
Knowledge of Housing Policy/Legislation
Grants and loans schemes

Written classical Arabic 


	· Application form

· Selection Process

· Pre-employment checks



	Personal Qualities
	Fluent in English and Levantine Arabic

Committed to equality of opportunity in employment and service delivery

Outcome and achievement focussed

Tenacious, motivated and driven

Flexible and adaptable

Strong commitment to customer care dealing with customers in a courteous and caring manner

Ability to deal with issues sensitively and confidentially

Willingness to undergo further training

Access to a car or means of mobility support (if driving then must have a current valid driving licence and appropriate insurance)

Flexible and willing to work outside normal working hours when required.


	Experience in Translation services

	· Application form

· Selection Process

· Pre-employment checks
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