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	Job details

	Job title
	Assessment co-ordinators

	Job Reference
	24282

	Grade and Salary
	Grade 4 - £28,598 per annum (pro rata if part time)
This role includes performance related pay progression

	Service and Team
	Family Help, Children and Young Peoples Services (CYP) 

	Location
	Endeavour House, Ipswich, IP1 2BX, West Suffolk House, Bury St Edmunds, IP33 3SP Riverside, Lowestoft, NR33 0EQ, Riduna Park Melton IP12 1RT or Beacon House Ipswich IP1 5PB - Hybrid

	Hours per week
	37

	Status
	Permanent

	This role may offer the following flexible working options

	· Working part time hours (eg different hours/days to those advertised)
· Job sharing
· Working compressed hours (eg a nine-day fortnight)
· Term time working (including partial term-time working)
· Use of flexitime / time off in lieu
· Hybrid working options, including some home working
· Working from different Council buildings
· Working adjusted core hours (eg starting later and finishing later or other patterns)





	About us


As a modern and effective council, we understand the importance of being flexible and well-connected in the ways we work. We focus our ambitions on doing what’s right for people, our partners and our communities - both now and for the future. 

That’s why, as one of the largest employers in Suffolk, we believe in empowering everyone. Through career variety and collaborative working, accessible career paths and professional development. 

The support and care we offer encourages and enables you to be the best you can be. To make a meaningful impact on the world around you. To achieve a unique sense of pride in what you do, why you do it and where. Reimagine the possibilities.

	About the Team



We aspire for every child in Suffolk to live their best life. The Children and Young People’s Directorate (CYP) works to ensure this happens through a continued focus on the safety, well-being and learning of children and young people. CYP are continually improving and developing services to ensure our work is high quality and effective to bring about sustainable change for children, young people and their families.

The Family Help Teams are multi-disciplinary teams made up of social workers and alternatively-qualified practitioners, supported by two team managers.  

The team are responsible for undertaking assessments and planning for children open to Targeted Early Help, Child in Need and Child Protection within their area. The team also support children when they initially enter care, prior to transfer to our specialist children in care/leaving care service.
 
	What you will be expected to deliver


To support the success of projects or the business as a whole with intelligence, infrastructure, planning, resources or information.

Responsibilities include:
Process and coordinate referrals, notifications and allocations within Family Help, ensuring information is accurately recorded, triaged and progressed in line with statutory requirements, local pathways and agreed timescales. This includes early help requests, return home interviews and associated notifications. 
Maintain, monitor and update case management systems, legal and performance trackers used within Family Help, including trackers relating to strategy discussions, PLO, legal activity, reviews and other key processes, ensuring data quality and supporting service oversight. 
Undertake early information gathering and research to support effective decision-making within Family Help, including collation of background information from recording systems and, where appropriate, liaison with referrers, partner agencies and other local authorities within required timescales. 
Coordinate and support a range of meetings and formal processes within Family Help, including strategy discussions, transfer meetings, PLO meetings and other professionals’ meetings, through organising arrangements, preparing and sharing information, and taking and circulating accurate records where required. 
Provide court and legal process support for Family Help cases, including maintaining legal trackers, collating case information and case notes for proceedings, supporting the preparation and formatting of court documentation, and liaising with legal services and court staff as appropriate. 
Ensure that referral, background and case information is shared promptly and accurately with relevant Family Help managers, Heads of Service and practitioners, in line with locally agreed arrangements and workflows. 
Provide administrative, system and workflow support to Family Help teams, including resolving recording issues, supporting effective use of digital systems, and escalating IT or system problems where required to enable timely decision-making and action. 
Deliver a high standard of customer care to families, professionals and partner agencies, providing clear information and guidance where appropriate and supporting consistent, professional communication across Family Help. 
Contribute to performance monitoring, service improvement and team functioning within Family Help, including supporting data returns, audits, service processes, and providing cover and peer support within the Assessment Coordinator team as required. 
Work within service guidelines, statutory requirements and local policies and procedures, ensuring consistency, timeliness and coordination across Family Help services.

The technician will:
· Be responsible for keeping accurate and timely records and writing relevant reports using electronic or other systems as directed.
· Have access to a line manager for decisions that fall outside their delegated responsibilities.
· To be able to organise own workload and use initiative within boundaries of the role.
· Identify problems and escalate to senior colleagues. 

Although this list provides examples of what you will be doing it’s not intended to be exhaustive, and you will have personal objectives linked to our People Plans and Strategies that will be discussed and agreed with your line manager when you start. 
To support the success of projects or the business as a whole with intelligence, infrastructure, planning, resources or information.  


	Typical responsibilities of a role at this level


Communicating and engaging with colleagues and with communities
· Provide information to colleagues and partners as required by role. 
· Build new sustainable relationships internally and externally and maintain existing relationships with a wide range of stakeholders. 

Effective Planning, Support and Practice 
· Work within the service guidelines, statutory guidance and legal frameworks.
· Collating resources and information to effectively support service delivery.
· To train and update CYPS staff to maximise efficient and effective record keeping and online public information. 
· Provide guidance and support to colleagues about use of electronic databases and content management systems to support operational delivery.
· Understand the impact of national policy or guidelines in your specific area of work and support any changes required by this. 

Reporting and Accurate Recording
· To record and maintain quality data to the requirements of SCC, Government and other external partners.
· Complete the necessary statutory and non-statutory reports are produced on time for internal and external requirements. 
· Research, manipulate and analyse data and information to draw conclusions and generate reports and information in support of specific areas for use by internal and external colleagues.
· Provide regular updates and briefings on current developments within identified knowledge or activity sectors and identify emerging trends / issues. 
· To contribute to successful completion of Quality Assurance processes within team. 
· Contribute to the collection, recording and maintenance of accurate data to shape service planning and reporting and resolve any problems within recording and reporting systems.

Information, Advice and Signposting
· Where required by role, to organise, present and publish online information for consumption by children, young people and families, colleagues and partners and signpost to relevant services where appropriate.
· To pro-actively use IT and electronic directories and sources of information and signpost colleagues to appropriate sources of data and information. 
· To advise CYPS staff to use relevant ICT skills, content management systems and accurate electronic record keeping.
· Where required by role, assist with the development and maintenance of websites.

Multi Agency and Partnership Working
· Liaise with partner organisations to ensure effective completion of tasks 
· Actively build relationships and networks with partners, professional groups and services. 

Managing Risk and Safeguarding
· To identify risk and safeguarding concerns and escalate immediately where appropriate.
· To undertake other tasks allocated by manager or senior colleagues, in keeping with the responsibilities of the grade:
· Work in accordance with the Council’s statutory responsibilities, policies and service procedures and comply with equality and diversity policies, procedures and legislation. 
· Maintaining customer confidentiality in accordance with the Data Protection Act and SCC guidance.
· Having regard to best value principles as part of daily practice. 
· Participating in training and development opportunities, in order to improve personal knowledge, skills and effectiveness.
· Participate in performance appraisal and consultation with team managers as required.




	Person Profile – what you will bring to the team



Qualifications and Professional Memberships
1. Suitable qualification at Level 4 or equivalent knowledge, skills or experience relevant to the role.
2. Evidence of continuing professional development.


Values and Personal Qualities
3. Demonstrates and leads by example in line with our WE ASPIRE values.
4. Promotes a safe, fair and inclusive working environment, supporting equality, diversity and inclusion across the workplace and communities we serve.
5. Shows commitment to making a positive difference for Suffolk.
6. Brings creativity to work through innovation and openness to change.
7. Listens to children and families and works collaboratively with them.
8. Committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.

Specialist Knowledge, Skills and Experience
Skills
9. Ability to maintain accurate records, databases and systems and compile reports using appropriate IT.
10. Ability to identify issues within data and escalate appropriately.
11. Ability to learn new IT or web based systems quickly.
12. Ability to handle large and complex datasets, interpret trends and validate information.
13. Ability to communicate effectively with colleagues and key professionals working with young people.
14. Ability to communicate effectively at all levels when delivering training and support.
15. Ability to contribute constructively to meetings with a range of stakeholders and settings.
16. Ability to build effective relationships.
17. Ability to use accurate keyboard skills for producing reports, correspondence and data entry.
Experience
18. Experience of planning and managing projects or day to day business processes.
19. Experience of establishing effective communication with parents, carers and families.
20. Experience of analysing data and themes to draw conclusions.
21. Experience of operational work within a relevant service area.
22. Experience of working with a range of agencies and communities.
Knowledge
23. Knowledge of Microsoft applications for business use.
24. Knowledge of relevant legislation, regulations and guidance appropriate to the role.
25. Knowledge of relevant service delivery requirements.

Additional Requirements
· Effective organisational skills.
· Willingness to undertake training to maintain and update skills.
· Ability to work independently as well as part of a team.
· Understanding of confidentiality and awareness of data protection requirements.
· Proven ability to set and meet personal targets.

Desirable
· Understanding of working appropriately with confidential and sensitive information.
· Excellent telephone manner and strong communication skills.
· Sensitivity to disability, sexuality, gender and ethnicity issues.
· Good level of literacy.
· Strong Excel skills.
· Research skills.
· Networking skills.

If you think you have what it takes to be successful in this role, even if you don’t meet all the criteria, please apply. We’d appreciate the opportunity to consider your application.


	Travel requirements


You will need to travel, so you must either hold a full, current driving licence and have access to personal transport or meet the mobility requirements of the role through other reasonable and suitable means.

	Our values – WE ASPIRE
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At Suffolk County Council our WE ASPIRE values set out the behaviours we expect from everyone in the organisation regardless of who they are, what their role or grade is or where they work.

The values have been developed through feedback and input from employees at the council and underpin how we go about our everyday work.  They define us and help us to be the best we can be.

Visit our careers pages for more information on our WE ASPIRE values.

	Our Customer Commitment
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In addition to our WE ASPIRE values, we also have a Customer Commitment which sets out a number of strong principles that help support high standards of customer service and care that we can all endeavour to consistently demonstrate. 

For more information, view our Customer Commitment poster.

	More information for recruitment applicants



We offer a fantastic working environment including diverse and active staff networks,
great flexible working options and many benefits, as well as the opportunity to improve the lives of Suffolk residents. 

Visit the Suffolk County Council career website to learn more, including information about adjustments to recruitment processes, our interview schemes and other commitments to equality, diversity and inclusion.
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