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	Post Title
	SHiFT Practice Coordinator

	JE Reference 
	W1605
	Grade 
	C+
	SCP Range
	7 – 8 


Reporting line:




Job Purpose
SHiFT Practice Co-ordinators are highly efficient and organised individuals with the ability toco-ordinate a team and support the smooth running of the Practice, to enable the delivery of exceptional outcomes for children within a fast paced, high trust and high expectation culture.

SHiFT Redcar & Cleveland is an ‘insider-outsider’ partnership; a Practice that’s hosted by Redcar & Cleveland Borough Council with staff employed through the Council and supported and developed by SHiFT working to SHiFT’s Breaking Cycles practice model. SHiFT Practices are highly skilled, multidisciplinary teams of professionals – SHiFT Guides - who get alongside the children and young people who are among the most disadvantaged and vulnerable and causing the most prolific and damaging harm to themselves and others. SHiFT Guides do not define children by their problems or behaviour, starting instead with aspiration, supporting children to change their perceptions of themselves and to challenge others’ perceptions of them. SHiFT is unconstrained by artificial barriers such as age limits, service thresholds or local authority borders, which means we are able to reach children and stay with them, wherever they are and wherever they go. We stay with each child for at least 18 months and SHIFT Guides work with no more than six children at any one time. We are there, to do whatever it takes, to enable children to have the safe and bright futures they deserve.

SHiFT does whatever it takes to break the destructive cycle of crime, and this requires high levels of flexibility and tenacity – working when and where we are needed, including evenings and weekends.
Relationships:

Accountable to:
SHiFT Lead Guide
Accountable for: 
N/A
General Contacts:
Vulnerable young people, families, staff in frontline practice including, practitioners, managers  and  professionals from other agencies. 
Key Duties and Responsibilities: 

1. Provide comprehensive administrative support to ensure the smooth running of the SHiFT Practice, developing and maintaining internal team systems and processes, both manual and IT, handling correspondence, coordinating meetings, keeping accurate notes of meetings, training and event management, all enabling the whole Practice to perform their duties effectively and efficiently.

2. Robust and timely collection and collation of data, to support the ongoing monitoring and evaluation of the SHiFT Practice as required by both SHiFT and Redcar & Cleveland Borough Council.

3. Assist in the development of effective systems for financial management of the resources across the Practice including management of the Practice’s expenses, keeping accurate and timely records.

4. Provide technical support and ensure case recording is completed in line with the expectations of the SHiFT Practice, to contribute to the quality assurance processes and high standards that are expected from all SHiFT Practices.

5. Take responsibility for effective general office management, including health and safety, maintaining an accurate record of the team’s whereabouts, lone working, leave and other absence arrangements.

6. Take a proactive role in SHiFT Practice routines, including one to ones, Child and Family Practice Discussions (group supervision), data reporting, and keep excellent and timely records as requested and across all required systems. Be part of a continuous learning culture where there is high challenge and a focus on improvement and exceptional quality in all aspects of work.

7. Whilst this role does not involve holding relationships with children, SHiFT Practice Coordinators do have some face-to-face contact, telephone calls and feedback interviews with SHiFT Participants. This requires the ability to speak to vulnerable children and young people, sometimes in challenging circumstances, and respond sensitively to any cultural differences.
8. Support links and relationships with Children’s Social Care, the Youth Justice Service and other relevant services, departments and organisations that the SHiFT Practice is in contact with. Alert and work with managers from all areas where safeguarding or other risk are identified, in line with local safeguarding arrangements and policies.

9. A commitment to anti-racist and anti-oppressive practice and a willingness to learn, grow and develop alongside the organisation.

10. To perform all duties in line with the Redcar & Cleveland Borough Council and SHiFT’s staff values.
General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post

2. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives.
7. To ensure the highest standards of customer care are met at all times.
8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers.
9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.
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Author: Nikky Henry, Service Manager Vulnerable Adolescents and Independent Review
	POST TITLE
	GRADE

	SHiFT Practice Coordinator 
	C+


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Effective administration experience and evidence of using verbal and written communication skills to enable liaison with a range of people, professionals and agencies.

· Experience of setting up and maintaining effective office systems and ensuring access and confidentiality details are managed appropriately.

· Proficient writing and data analysis skills with an ability to produce high quality work in a variety of formats.


	· Experience of managing a variety of demanding tasks simultaneously and successfully achieving deadlines through effective project management skills, often without close supervision.


	A, I, C, R

	SKILLS AND ABILITIES
	· A shared understanding of the mission and core values that underpin SHiFT, alongside a commitment to develop and deliver a successful pilot programme.

· Ability to think differently, problem solve and offer helpful, creative solutions in a fast-paced and demanding environment - getting things done before they become major problems.

 
	· Reliability and integrity, together with an enthusiastic and flexible attitude, an ability to use initiative, apply diplomacy and demonstrate resilience in the workplace.


	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Relevant qualifications or demonstrated experience in delivering high quality administrative and office support at both operational and strategic levels.

· Knowledge of a variety of software packages, including Google & Microsoft; 

	· Knowledge of other key digital lever is desirable (such as WordPress, InDesign, Adobe, social media platforms and creating info-graphics).

	A, I, C

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours.
· Ability to meet travel requirements of the role.


	· Evidence of continuing professional development


	A, I, C 

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users. 
· A commitment to anti-racist and anti-oppressive practice and a willingness to learn, grow and develop alongside the organisation.

	· Evidence of having completed training in equality and diversity awareness
	A, I 

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 


	· Evidence of surpassing customer expectations or service targets / goals
	A,I 


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE
Job Description & Person Specification





SHiFT Lead Guide 





SHiFT Practice Coordinator  





N/A








this is Redcar & Cleveland

