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Job Description
	For HRU use only
	Ref: DBS3772


	Directorate
	Health, Education, Care & Safeguarding

	Section/Location
	Adopt North East (Children’s Social Care)

	Post Title
	Post Box Coordinator

	Permanent/Temp
	Permanent

	Grade
	Grade 5 

	Responsible to
	Team Manager

	Responsible for
	N/A

	Job Purpose

	Reports to Team Manager and will be responsible for the coordination of post box contact for families where they are involved in adoption.  Post box contact arrangements are put in place to enable adoptive parents and their children to maintain appropriate indirect contact arrangements.
You will fulfil the duties and responsibilities of an administrative worker as part of the Adopt North East Regional Adoption Agency.

Adopt North East is the new regional adoption agency, which combines local authority adoption services from North Tyneside, Gateshead, Newcastle, Northumberland and South Tyneside.

Adopt North East brings together the best practices from each authority to deliver high quality adoption services across the region.

You will be working with prospective adopters and birth families and will be part of the Post Adoption Support Team.

You will be working within a regulated service delivering across a regional footprint.  You will be part of a team developing and delivering adoption services to a very high standard with a focus on achieving best outcomes for children and all those involved in adoption.


	Job Content

	To be the first point of contact for those seeking to be involved in post box contact arrangements and those already involved with post box contact arrangements.
To take referral information in a consistent and effective manner.  Gather clear and concise information in order to fully complete forms used to process requests for this and other adoption support enquiries. This will include telephone enquiries and office visits by individuals.

To assist in identifying initial service actions and services required. This will involve liaison with the Adoption Team Duty Worker and passing on information to other Team Members as appropriate.

To provide good quality and high standard of information to the public at the point of referral and to redirect individuals to other more appropriate agencies and services where appropriate.
To make and confirm arrangements for callers to access/meet adoption support social workers where necessary.

To undertake all administration tasks associated with Post Box Contact. This may also involve contacting other professionals in other organisations in the pursuance of accurate information for the purposes of post box contact arrangements.
To write letters to all parties involved in the post box contact arrangements and confirm agreements. To prepare standard letters and processes in conjunction with Social Workers in the Adoption Support Team.
To contribute to the planning, development and review of administrative support systems and procedures.

To offer a high level of confidentiality and maintain confidential practice when dealing with highly sensitive information.

To gather and enter information into database; spread sheets and individual electronic records as required and provide updates and progress information.  Liaison with adoption support social workers and Team Manager as appropriate.
To develop and maintain systems to monitoring and maintaining effective processes to assist with identifications and solutions of identified deficits in post box contact procedures.

To provide administrative support to the adoption support social workers.

To arrange and attend meetings, taking appropriate notes and undertake any necessary follow up work.

To participate in the induction of new staff.

To assist the adoption support team with varied administrative tasks in order to meet the needs of adopted families and those affected by adoption.

To provide any other related duties which may be assigned as necessary.

The duties and responsibilities highlighted in this Job Description are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and extent of the post and the grade has been established on this basis.



	Performance standards

	Post holder will be expected to deliver a high quality service in accordance with the council’s priorities ensuring the relevant performance indicators are met and standards maintained and approved.


	Working conditions

	The post holder will be based at Adopt North East with occasional travel, when required by managers.
North Tyneside operates a flexible working system.
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