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	Job Title:
	Keeping in Touch Worker (KIT)
	Pay Band:
	3



	Job Purpose:
	To support and maintain contact with children, young people, parents and carers to seek their views on the quality of service provision. Maintaining accurate hub participation information and producing routine management information.



	Valued Behaviour Level:
	1
	JE reference: C2125



What are you expected to do?

1. Work to an agreed schedule of regular contact with children, young people and their families in line with service priorities.

2. Gather and accurately record the views of children, young people, parents and carers about the service they have received, identifying any request for further help, welfare concern or safeguarding issue that needs to be signposted or referred in line with agreed procedures.

3. Promote and encourage access to and usage of, support services for young people and their families. 

4. Accurately record contact attempts, outcomes and agreed hub participation information on relevant Council systems, checking required data fields for completeness and correcting clear data entry errors.

5. Maintain effective working relationships with colleagues and partner services to obtain or clarify routine information required for keeping in touch and hub participation records.

6. Compile routine reports from agreed templates to support management requests, hub participation monitoring and service-user feedback.

7. Produce routine monthly management information linked to keeping in touch activity, hub participation and service-user feedback.

8. Use a range of methods including direct contact and surveys to maintain contact with young people and their families 

9. Take feedback from children, young people, parents and carers to inform service development, design and delivery.

Person Specification
	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	
	
	
	

	
	Experience & Knowledge
	
	

	1
	Experience of working in a customer service, administration or record keeping environment, including routine checks for completeness and accuracy.
	E
	

	2
	Experience of working / communicating with children/young people and families
	E
	

	3
	Awareness of statutory and voluntary services that support children, young people and families, and when to signpost or refer a request or concern.
	
	D

	
	Skills
	
	

	4
	Ability to communicate both orally and in writing to a range of audiences including a confident and persuasive telephone manner.
	E
	

	5
	IT literate, with the ability to use Microsoft Word, Excel, email and other office applications to maintain records and produce routine information.
	E
	

	6
	Ability to use database systems effectively, including accurate inputting and retrieval, checking agreed data fields, identifying obvious gaps or errors and producing routine reports from agreed templates.
	E
	

	7
	Ability to apply accurate literacy and numeracy skills to include spelling, grammar, punctuation, percentages and decimals
	E
	

	
	Personal Attributes
	
	

	8
	Ability to respond and be supportive to the needs of children, young people and families.
	E
	

	9
	Ability to work as part of a team, follow instructions and seek support when required
	E
	

	10
	Ability to work on own initiative and take responsibility for prioritising and managing own workload
	E
	

	11
	Prepared to work some evenings and occasional weekends
	E
	

	
	Special Requirements
	
	

	12
	The ability to communicate at ease with customers and provide advice in accurate spoken English 
	E
	

	13
	Interest in working with children, young people and families to support participation, gather feedback and improve access to appropriate support.
	E
	

	14
	Ability to form and maintain appropriate relationships and personal boundaries with children.
	E
	

	15
	Emotional resilience and the ability to remain calm and maintain professional boundaries when speaking with people who may be worried, upset, reluctant to engage or dissatisfied with a service.
	E
	

	16
	Suitability to work with children.
	E
	




Supporting Statement
Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. 

	RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

	COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

	INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.
	DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.



All employees will be expected to:
· [bookmark: _Hlk216194895]Engage with our My Journey process and supporting conversations.
· Ensure that you work and communicate in line with our core values, policies and procedures and you are aware of your obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.
· Carry out your role in line with our Equality agenda.
· Be a team player and willing to be supportive and flexible.
· Carry out any other duties of a similar nature related to this post that may be required from time-to-time.
· Comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters to protect yourself and others.  
· Carry out your role in line with our climate neutral ambitions.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
· [bookmark: _Hlk211340693]You are required to safeguard and promote the welfare of children for whom you have responsibility, or with whom you come into contact, to include adhering to all specified procedures.
· This post has a high level of contact with, and responsibility for, children.
· This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.
· This post is subject to an enhanced disclosure. The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed. Following appointment, the employee will be subject to rechecking as required from time to time by ourselves.
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