INNOVATIONS JOB DESCRIPTION INSERT
OUR VISION AND THE PLANNED PROCESS OF CHANGE IN ORDER TO ACHIEVE THIS






All partners will work together to empower families and communities using the minimum necessary statutory intervention.
We will work to minimise need by offering effective preventative services, identifying need early and offering practical support. Where a child's wellbeing or safety is compromised, we will act swiftly to ensure safeguards are in place, including use of legal powers where necessary.Planned Changes to Frontline Practice
· Implement work force development plan including coaching and mentoring and with a focus on front line managers.
· Use of restorative, solution focused mediation processes and family group conferencing. 
· Improved information sharing.  3rd sector services integrated with our service offer.
· Whole family assessment
· Practical hands on work from Social Workers.   
· Improved relationships with families. 
· Agreements with each family with goal orientated plans
· Greater opportunities for reflective practice with Social Work consultants and mentoring. 
· More manageable caseloads for social workers.

Planned Changes to Local System
· Implement 10 multi skilled, integrated social work led teams.  
· Identify one local area for first stage of implementation.   Develop and amend procedures to fit the new model of service delivery.  
· Amend IT systems to ensure they are fit for purpose.   
· Marketing and publicity campaign for families and professionals.  
· Build on systems of service user feedback. 
· Development of evidence based practice tools and outcome framework for countywide implementation.  
· Develop a multi-agency outcomes framework to measure change for children.

Where are we now?
· Too many children in receipt of high cost statutory services. 
· Services remain reactive and are often offered too late
· Too high a prevalence of children experiencing chronic neglect (63% of children subject to a child protection plan in Durham in 2013/14) which should be identified and supported earlier.
· Too many families receive specialist support without a sustainable long term plan to help to maintain improvements leading to high numbers of re-referrals. 
· Families experience a number of changes of worker/lead professional.  
· Cases are escalated unnecessarily into social care due to the lack of social work expertise within early help services.


Changes Needed to Local Practice
· Every team will work to a Think Family model of service delivery and will deliver evidence & meaningful support based interventions.
· Every team will have a mix of social workers, think family practitioners, staff with remit around ‘economic wellbeing’, housing, social work consultative model and expertise to support high quality case work.
· Every team will have clear referral pathways into local voluntary and community sector services who can deliver long term sustainable support to families when they are no longer in need of specialist or targeted interventions.

How will we know we are having an Impact?
· Fewer LAC.  
· There will be a reduction in re-referrals.
· Improved outcomes including, for example, school attendance, parenting skills.
· Greater proportion of families will have an identified worker who will remain constant regardless of level of need. 
· Service user feedback will indicate that families are fully involved in their plans.
· A greater proportion of families will be engaged with the voluntary and community sector when they exit specialist social work services.
· Stakeholder feedback will indicate multi agency ownership of packages of support for families with clarity regarding roles and responsibilities.


The Overall Impact of the Changes Will Be
· More children receiving early help before reaching a safeguarding threshold and therefore not experiencing significant harm leading to lower numbers of referrals into social work teams and improved long term outcomes for children.
· A smaller number of children subject to a child protection plan for neglect (reduction of 20%) i.e. to 48% neglect.  
· Less children becoming Looked After due to the provision of different social work interventions for families to enable them to keep children safely at home (a reduction on 20%).
· Improved rates of families receiving long term sustainable community based support through voluntary and community sector which will support the reduction in re referral rates and reduce numbers of re registrations.  Broader outcomes for families will improve as well as those related to parenting capacity including educational attendance; financial literacy; employment and training.









	1. 		
	POST TITLE:
	Team Co-Ordinator

	2. 2.
	POST NUMBER:	
	

	3. 3.
	GRADE:			
	Grade 6
Job Evaluation Ref No: N9041


	4.  
	LOCATION:
	An approved team location





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:

Accountable to the Team Manager, Innovations Team 

  
7. DESCRIPTION OF ROLE:

The post holder will be based in a multi skilled, integrated social work led team.

They will provide a high quality support service to all members of the team to enable key processes relating to the teams functions to be carried out. This will  include the direct coordination and support of the management functions of the team and flexible support to team members in order to meet the needs of the service.


8. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:

Listed below are the responsibilities this role will be primarily responsible for:


· Effective communication and liaison between the team and service users
· Effective communication with professionals from other agencies and senior management teams.
· Provision of flexible professional support to Innovations team members
· To provide a direct administrative support to the management of the Innovation Team, particularly in relation to performance management tasks and coordination of team activity
· Ensure data is up to date and made available as required
· To provide support in terms of maintaining diaries and scheduling appointments for all team members
· Research, prepare and supply information as required via discoverer and other methods,   including statistics, tracking information and producing reports
· Co-ordinate meetings including booking venues, sending invitations, organising agendas, gathering information, taking minutes and following up associated action points
· Prepare complex documents using a variety of formats including Microsoft Word, Excel and Powerpoint
· To support the management of complaints for the team
· Arranging transport for service users as and when required
· Access and input data onto SSID within required timescales in accordance with the data flow agreements
· Share information via the use of secure email as and when required
· Co-ordinate and prioritise own workload to ensure deadlines are met to support all staff and service users
· To carry out other such duties to support the team and those associated with the grade of the post.


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 are developing policies, which will seek to remove any barriers to equality of opportunity and to eliminate unfair and unlawful discrimination.
	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.
[image: DCCbwblackstrp]              Bullying and Harassment Policy, Procedure & Toolkit
Human Resources Division


SAMPLE

	SERVICE:

	Children and Young Peoples Services
	

	SERVICE GROUPING:

	Early Help. Assessment & Safeguarding
	





	Version No:
	V2
	Prepared by:
	Julie Scurfield

	Date:
	27.05.2015
	Approved by:
	



           Person Specification

	
	Essential
	Desirable
	Method of Assessment

	Qualification
	1. [bookmark: _GoBack]NVQ 4 in Business Administration (or equivalent) 

	
	Application form
Selection Process
Pre-employment checks


	Experience
	1. Experience of working in a busy  and challenging office environment
1. Experience of IT packages including Microsoft Office, in particular excel
1. Experience of diary management
1. Developing and implementing monitoring systems and processes 
1. Identifying and resolving problems 
1. Minute Taking

	1. Typing speed of 35 wpm
1. Experience of using the Social Services Information Database (SSID)
1. Experience of undertaking financial duties in an office environment
1. Experience of working in a multi-disciplinary team
1. Experience of working with a range of customers (internal and external)
1. Experience/knowledge of purchasing procedures and financial management systems

	Application form
Selection Process
Pre-employment checks


	Skills / Knowledge
	· Excellent communication skills with families and professionals
· Approachable
· Ability to work under pressure
· Good attention to detail / accuracy
· Good interpersonal skills with the ability to form and maintain good working relationships
· Excellent organisational skills
· Excellent computer/keyboard skills
· Numerate and literate
· Manage time effectively and prioritise workload
· Able to make decisions and be assertive when appropriate
1. Proactive approach to problem solving and ability to effectively prioritise
1. Ability to manage challenge and conflict
1. Respond quickly to phone calls and messages and pass on information promptly to other colleagues

· 
	· Knowledge of the functions of Children’s and Adults Services
	Application form
Selection Process
Pre-employment checks


	Personal Qualities
	1. Flexible approach to work
1. Commitment to the provision of a quality service and improving outcomes for children, young people and families 
1. Positive attitude towards customer care
1. Ability to keep information secure and confidential
1. Emotionally resilient

	
	Application form
Selection Process
Pre-employment checks
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Making a difference where you live




