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Job Description and Person Specification
 
Disability Services Access Coordinator

	Department
	Children’s Services

	Section/Service
	Short Breaks Team 

	Location
	County Hall 

	Grade
	Scale I

	Responsible to
	Team Manager



	Role and Context 

	Job Purpose 

	To implement a fair and transparent county Resource Allocation System providing access to services for disabled children and their families.
 
To ensure allocated service contracts for services for disabled children and their families are performance managed and reviewed, so that effective services are provided. 
 
To be contract liaison officer for commissioned services
 
To lead on specified development/improvement work streams. 
 
To review child and family assessment to inform identifying needs and short breaks services provision
 
To work directly with families and children to ensure service provision meets assessed needs


	Other Job Information (e.g. any special factors or constraints)

	You will be required to travel. You will be responsible for your own travel arrangements and these must be carried out in the most effective and efficient way to perform your job.


 
	Principal Accountabilities in order of importance

	Ensure families of eligible children can either access their choice of service(s) within allocated resource limits to meet their child’s identified needs or are referred to CWD ‘fieldwork’ /Social Worker local teams for further assessment as appropriate.
 
To review child and family assessment to inform identifying needs and short breaks services provision
 
To work directly with families and children to ensure service provision meets assessed needs including when there is service failure and/or complaint. 
 
To resolve complaints from service users
 
Report to the appropriate Social Care professional on whether the desired outcome(s) for children are being achieved by the provision of services and adjust the service offer as requested. 
 
Act as liaison officer to an allocated number of external and internal providers of short breaks and other services for disabled children and their families. Review and report on the service contracts in place between the Authority and those providers.
 

	Undertake responsibility for designated local liaison and development with key local agencies. 
 
Ensure service user involvement in review of service provision, quality assurance and provision
 
Administer all resources within clearly defined budget allocations
 
Undertake data and information collection, analysis and management. 
 
To undertake a role as a key worker at the request of a family of a disabled child, subject to the agreement of the Health and Disability Strategic Commissioner, and the relevant local CWD Team Manager. 
 
Ensure services are provided in accordance with legislation, national guidance, departmental policy and procedures, quality assurance targets and timescale
 
Identify gaps in services and recommend developments.
 
Liaise with Performance and Challenge team with regards to audit, quality assurance and performance of individual commissioned services.
 


 
Person Specification  
 
	Essential Qualifications

Qualification to minimum NVQ level 3 or equivalent demonstrable experience

	Essential Experience

Experience of direct work with children and families
 
Experience of service provision for disabled children and families
 
Experience of managing budgets
 
Experience of contract management and resource allocation
 
Experience of writing and presenting performance reports and carrying out audits
 
Experience of using needs analysis to inform service provision
 
 

	Essential Skills/knowledge

Knowledge and understanding of the Children and Families Act 2014 and other relevant legislation
 
Knowledge of relevant childcare and child protection policies and procedures and current Department of Health guidance relevant to childcare
 
Knowledge and understanding of Child Development 
 
Knowledge of Aiming High for Disabled Children and Every Child Matters agendas and requirements
 
Knowledge of the role played by adult services and other agencies to the overall provision of services to disabled children and their families
 
Knowledge and understanding of, and commitment to equal opportunities policies, anti-discriminatory practice and user involvement
 
Budgeting and budget management skills 
 
Staff supervisory skills
 
Excellent verbal and written communication skills
 
Good use of information technology
 
Appointment will be subject to a satisfactory Enhanced Disclosure and Barring Service check to assess the suitability of candidates to work with children or other vulnerable groups.









The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.

General Information
The job description details the main outcomes of the job and will be updated if these outcomes change.

All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve. 

Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.



Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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