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CHILDREN’S SERVICES
JOB DESCRIPTION

POST TITLE:

Inclusion Service Support Officer 
GRADE:


Band 4


RESPONSIBLE TO:
Inclusion Service Lead
Overall objectives of the post
To provide administrative and clerical support to the Inclusion Service, and to work towards the objectives of the Service and the wider Strategic Group. This will include undertaking a range of specialist duties, which are highlighted below in section 2.
Key Tasks of the Post
1. To provide a range of clerical and administrative functions within the Service. You will:

· Assist in the organisation and provision of clerical and administrative support for the Inclusion Service, including maintaining records, scanning documents, preparing information for key meetings, responding to and answering queries, maintaining office systems, diary management, arranging meeting rooms, taking minutes, etc.
· Ensure that office equipment, stationery and other office consumables are ordered in accordance with purchasing procedures.

· Deal with Inclusion Service queries from schools, nurseries, parents and carers.
· Prepare and send a range of standard letters/emails for the Inclusion Service (e.g., meeting agendas) and record that these letters/emails have been sent. 
· Liaise with settings, venues and speakers in relation to training events under the instruction of the Inclusion Lead.

· Receive emails and telephone calls for the Inclusion Service members when they are out of the office, dealing with queries and relaying messages to all staff as necessary.
· Operate relevant ICT software packages e.g., word processing packages, databases and spreadsheets.
2. To perform specialist duties associated with the post. You will: 

· Have responsibility for the provision of accurate advice and guidance to council staff, the public and other professionals regarding the Inclusion Service.
· Respond appropriately to telephone calls from parents/carers and professionals, some of whom may be anxious and/or upset.
· Support the Inclusion Service Lead in dealing promptly with complaints and FOI requests accurately and in a timely manner. 
· Process and record new requests for support from schools, triaging applications as they are received based on set criteria.
· Input data to paper-based and electronic systems for the storage of key Service information and update these records daily.
3. You will be responsible for delivering your work tasks. You must:

· Effectively manage your workload.
· Effectively manage your personal development.
· Demonstrate total professionalism and propriety.
· Make a positive contribution to Service working and value diversity.
· Communicate effectively with the public, councillors, and colleagues.
4. You will be responsible for making a corporate contribution. You must:

· Understand the Council’s vision and priorities and how your role contributes to them.
· Relate your work to the Members and the people of the Borough in a way that makes sense. 
· Identify new or improved methods of Service delivery within your sphere of work.
South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required. They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time. Variation may also occur to the duties and responsibilities without changing the general character of the post.
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