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CHILDREN’S SERVICES 

JOB DESCRIPTION


POST TITLE:		Business Support Officer – Child Protection Conferences (CPC)

GRADE:			Band 5

RESPONSIBLE TO:	Business Support Team Leader

RESPONSIBLE FOR:	-

Overall Objectives of the Post:
To support the delivery of a consistently high quality, cost effective and timely business support service to the Children’s Standards Unit.
Handle highly confidential and extremely sensitive information and will be required to observe and comply with council policies and procedures on confidentiality and data protection. 
 
Key Tasks of the Post:

1. To provide a comprehensive co-ordination and minute taking service in accordance with agreed protocols and timescales; You will:
· Take accurate minutes/decisions and actions of meetings such as Child Protection Conferences, Complex Abuse meetings, Challenge Clinics, ensuring and make available within the agreed timescales to the chair for approval.
· Disseminate minutes/decisions and actions of meetings, conferences and reviews ensuring they are sent in accordance with data security protocols and where appropriate, append information to client database once approved.
· Undertake any actions relevant to the Business Support officer and ensuring all accurate records, electronic files and systems are kept up to date.
· Liaise with Chairs and External Partners on the programming of Initial Child Protection and subsequent Child Protection Conferences.
· Convene Child Protection meetings to include the expediting, collating, printing and distribution of all necessary reports, agendas and other papers.

2. Undertake a range of tasks to support the Children’s Standard Unit.  You will:
· Provide excellent professional support that is highly valued by our internal customers and all other stakeholders.
· Liaise with services and external agencies to compile information and co-ordinate Child Protection meetings.
· Collate and distribute information for meetings.
· Ensure that paperwork is prepared and organised, as necessary, for Chairperson and Multi Agency Partners prior to each meeting.
· Produce and monitor records of attendance of Multi-Agency partners and compliance of information sharing.
· Update an implement improvements within the appropriate databases. 
· Work with managers/team leaders to provide key financial, performance management to ensure business support services are monitored and maintained at the highest level of timeliness, accuracy and quality.
· Demonstrate a high standard of written skills and command of the spoken word.
· Organise presentations and provide information for meetings.
· Take responsibility for ensuring management and archiving of key documents ensuring processes are followed in accordance with Council’s retention schedule, information governance and data protection principles.
· Adopt new ways of working applying the need to ensure consistently high quality, cost effective and timely service delivery, being adaptable in response to unplanned priorities.
· Ensure the delivery of a proactive, knowledgeable and customer focused business support service, which provides advice and resolves enquiries from internal and external customers according to the agreed service offer and in compliance with statutory requirements
· Work with other team members to continuously improve the quality of service by translating lessons learned into improved practice and providing easy-to-understand tools and techniques for adoption by the wider team.
· Provide flexible support across the service area when required, including support to the Heads of Service etc.

3. You will carry out efficient and accurate diary management to:
· Achieve the best use of the Service Area resource
· Ensure meetings are held within the required timescales.
· Forward plan, based on anticipating service area needs.

4. You will work with and support the Children’s Standards Unit through effective and efficient communication.
· You will communicate and build relationships with a range of different audiences, providing a high level of customer satisfaction.
· You will refer complex or specialist queries or issues to the appropriate person.
· Interface directly with external and internal customers to manage delivery priorities, issues and challenges.
· Ensure that all responses to enquiries from members, residents and third parties are delivered within Corporate and Service Offers.

5. You will be responsible for developing your work programme.  You will:
· Plan and organise your workload ensuring work is completed to a high standard, on a timely basis.
· Demonstrate total professionalism, propriety and value diversity.
· Make a positive contribution to team working. 



6. You will be responsible for making a corporate contribution.  You will:
· Provide support to the Corporate team where necessary, ensuring adequate cover arrangements. 
· Understand the Council’s vision and priorities and how your role contributes to them.
· Relate your work to colleagues and managers across the Council.
· Embody the attitude, views and passion of a rapidly changing, progressive organisation.


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.

Reference: RK/CL
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