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JOB DESCRIPTION

CHILDREN AND JOINT COMMISSIONING SERVICES 
JOB TITLE:
SENIOR SUPPORT OFFICER (Maternity Cover)
DIVISION:
YOUTH JUSTICE SERVICE (YJS) 
GRADE:


BAND 7
RESPONSIBLE TO:
YJS TEAM MANAGER 
POST REFERENCE: 
SR-105463
Purpose of Post

Provide effective and efficient supervision and delivery of clerical and administrative duties to the YJS Team Manager and where required other members of the YJS Management and staff team. 
All staff will be expected to interpret their role in the context of the vision, values, strategies, objectives and aims of the YJS, the Children and Joint Commissioning Department, and in the broader context of the Council and its partners. In carrying out their role they will be contributing to the development and implementation of national and local policy. 


Staff will also be expected to contribute constructively to continuous improvement in terms of performance, outcomes, cost and quality. They will promote positive team working will colleagues across the Council, and work in partnership with staff from other agencies, representatives of users and carers, and elected Members as required. 

The post holder is responsible for handling confidential information of a personal nature and must ensure that this information is not disclosed inappropriately in line with the Data Protection Act. 
Key Relationships

The post holder will provide administrative support to Managers within the YJS Management Team. All staff will be expected to promote team working within their particular staff group/ service area, but also across the Department as a whole, with corporate colleagues, with staff from other partner agencies and representative groups and working with elected member as appropriate.
Additionally, key relationships for this post will be

· Head of YJS

· YJS staff/volunteers

· Partner agencies (Police, CAMHS, Probation, Health, Education)
· Young people and families

· Third sector providers

· Staff within secure estates

· Magistrates and Court staff

· YJB representatives

· Colleagues within the Local Authority and Children’s Services

Main Duties and Responsibilities

1. To take responsibility for specific administrative functions at a level commensurate with the grading of the post. 


2. To provide a full, effective and timely range of clerical and administrative service, for YJS and other teams within the Windsor Offices, including:

- Filing
- Dealing with incoming and outgoing post, including the oversight of postage stamps.
-Taking minutes of formal meetings. 
-Scanning documents.
-Maintenance of office procedures, e.g. holiday forms, sickness forms, carers leave, flexi forms, mileage, overtime forms, driver documents etc. 
-Responding appropriately to all telephone enquires ensuring that they are dealt with confidentially, effectively and efficiently. 


3. Maintenance of diaries and confidential files, using desktop publishing products, such as Microsoft Office and secure email procedure (CJSM & GCSX)


4. Maintaining computerised records and databases including data input for Care Director, ICS, Integra, EPR, EHM, One. 

5. To keep a log of Court Listings and Court Results and liaise with Teesside Youth and Crown Courts, ordering CPS documents, requesting breaches and creating new files. 


6. Undertaking financial processes, in accordance with the Council’s financial regulations including purchase orders/ coding of invoices/ credit notes and complete the good received process, as well as maintenance and oversight of petty cash. 


7. Operate and demonstrate to colleagues, specific ICT software packages e.g. word processing packages, databases, spreadsheets, specialist and bespoke software, to be used in the preparation of documents, reports and presentations. 


8. Scheduling and organising meetings and minutes, which includes organising car parking, booking rooms, providing refreshments and receiving visitors. 


9. Supporting access to travel arrangements as necessary. 

10. Assisting with confidential work for the YJS Team Manager. 


11. To manage Business Support Officer to ensure high quality administrative support is provided to the teams including day to day allocation of work, supervisions and management of absence including annual leave and carers leave. 


12. Assist Youth Justice Service Team Manager in ensuring report processes and timetabling are submitted in conjunction with relevant corporate sections. 


13. Organising Rotas within the YJS team (Duty & Sessional).


14. Ensure personal details file/ next of kin forms/ DBS/ HCPC registration are collated and kept up to date. 


15. Attend all mandatory and other training identified and approved by the line manager to further develop skills and knowledge relevant to the post. 


16. Responsible for Windsor Offices Site e.g. Health & Safety, Organising Maintenance and repairs, and to be a key holder and assist in maintain records and systems including safe register.


17. To undertake and assist in Health and Safety Inspections and movement of staff in various establishments. 


18. Co-ordinate bespoke or one-off projects, such as office moves.  


19. Contribute to regular Leadership team meetings. 


20. To operate and maintain the management of effective and efficient office systems, including the administration and preparation of policy documents and protocols within the Youth Justice Service and maintenance of document control. 


21. To contribute to continuous development of the Service to meet the changing demands of Central and Local Government.


22. To contribute to the overall performance framework within the Youth Justice Service, including the organisation and preparation of reports and documents for the YJS Management Board, YJB validation and HMIP inspection.


23. Any other duties of a related nature, which might reasonably be required and allocated by the Youth Justice Team Manager. 

General Responsibilities include:


· Equal Opportunities 

The YJS must be fully committed to the active promotion of equal opportunities as an employer and in the provision of all its services, It is the responsibility of every member of staff to ensure the practical application of this policy. 


· Health and Safety

Under the Health and Safety at Work Act, all employees are required to take care of their own health and that of other employees in complying with their statutory duties. 


· All employees are expected to respect all confidentialities and principles and practice of the Data Protection Act. 


The above duties and responsibilities cannot totally encompass or define all tasks which may be required of the employee. The outlined duties and responsibilities may, therefore, vary from time to time without materially changing either the character or level of responsibility: these factors are reflected in the post

Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date:  February 2018 
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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