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Job Description and Person Specification



Early Help Advisor
	Department 
	Children’s Services

	Service 
	Communities and Partnerships

	Grade
	G

	Reports to
	Team Manager (Community & Partnerships)

	Responsible for 
	n/a

	GR Number
	GR0125

	MJ Number
	MJ0590

	CF1
	Social Care and Health

	CF2
	Social Care



	Job Purpose 

	To support families and partner organisations to navigate pathways to early help and support through the Family Hub network where is has been determined that targeted/statutory intervention is not required. 

Working directly with the public & partner organisations, Early Help Advisors shall receive verbal, written, and face-to-face requests for support, which are briefly assessed to determine the most appropriate response to presenting needs.  

Early Help Advisors will undertake information gathering with both internal and external colleagues to provide high-quality outcome focused support, advice and guidance to partners, children, young people and their families. This includes identifying local organisations and Universal Services that can support children, young people and families in preventing them from requiring targeted/statutory Children’s Services intervention and/or to assist them in returning to accessing a universal service Early Help.

Early Help Advisors will liaise with internal and external partners to support families in identifying their own natural network of support, involving friends and family members to be part of their plan, helping to reduce the need for professional involvement, where possible. Where a Team Around the Family has been identified, the Early Help Advisor will promote and encourage the use of an Early Help Assessment and Plan (EHAP) to provide a more co-ordinated approach to support for the family, building on existing strengths and identifying ways to reduce the presenting concerns.

To ensure children and young people are adequately protected in line with the Local Safeguarding Children Partnership (LSCP) and departmental policy and procedures and relevant legislation.


	Overview/Context

	Norfolk has a shared ambition for every child and young person to flourish. We want them to live with resourceful and resilient families in inclusive and supportive communities, to have access to high quality education and training, and the opportunities they need to thrive in adulthood. 

We are excited by the opportunity to implement the Start for Life and Family Hubs Model in Norfolk providing support to families with children 0-19 (25 with SEND) years of age.  The post will operate within Norfolk’s Family Hub network.  

We will:

· Ensure clear communications are in place so that children and families understand what services are available to them and how they access them, but also reach out to families that would benefit from support but might never proactively come to us themselves.  

· Ensure connection between services in ways that make sense for children and families, joining up Early Helps so that they only have to tell their story once and their service experience is smoother and more aligned.        
                              ·
· Build on our strong existing work around relationships and relational practice, extending the reach of our whole family practice across the whole range of services that are part of Family Hubs.                                  


	Other Job Information 

	The service is designed and managed within a locality structure and location, but from time-to-time postholders may be required to assist teams across geographical boundaries.  You are required to travel as part of your duties

The service is required to be flexible and responsive to the needs of children and their families. As a result, staff may be required to work flexibly outside of usual business hours.

The impact of complex and emotionally difficult conversations with partners and families.

You will be required to be flexible to meet the challenging and demanding needs of the service and therefore there may be some working ‘unsocial’ hours. 

You may occasionally be required to travel as part of your role. 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 

	Provide advice, guidance and challenge with relevant partner organisations and Childrens Services colleagues, on appropriate strategies and signposting to support children and their families, thereby ensuring that all possible options are explored before identifying that the correct pathway is Children’s Services. 


	Triage all information, analyse and risk assess to ensure that all contacts are swiftly and accurately processed for authorisation within the set timescales.


	Use knowledge, skills and initiative to make decisions on the right pathway for children including gathering information to obtain comprehensive detail from children, their families and partner organisations to inform the decision for the most appropriate support service and direct accordingly. 


	Provide information, advice and guidance on services and local provision to universal partners and Children’s Service front line staff to support meeting the needs of families. 


	Engage and ensure service signposting is geared to meet the family’s ethnic, religious, cultural and linguistic backgrounds.


	Using relevant data gather information from children and their families and partner organisations such as schools to cross reference against the Supporting Families criteria.


	Ensure that comprehensive and accurate case notes and records are maintained using the appropriate systems and processes. With good electronic and paper file management where necessary being maintained and in accordance with departmental standards and procedures. 


	Provide feedback on progress and outcomes to families and partner organisations both verbally and in writing.


	Be a dedicated link into Family Hub arrangements and attend, where appropriate, collaboration or equivalent meetings within District/City/Borough Councils, maintaining a link with district community programmes and initiatives.


	To ensure that the service provided is in accordance with the departmental standards, equal of access, diversity and objectives of quality of assurance, are cost effective with due regard to health and safety requirements and to operate in accordance with the General Data Protection Regulations, ensuring data is stored accurately to enable the production of statistical and management reports as required.


	Establish regular contact and networking opportunities with and between services and agencies to build trust and cooperation to enhance service delivery in line with organisation priorities and in conjunction with Family Hub & LSCP arrangements.


	Be a link for Norfolk County Council to universal services and agencies and ensure services are promoted through local authority digital platforms enabling parents to access help for themselves.

	To represent the department in appropriate meetings and forums.

	Take responsibility for own personal development undertaking training and development opportunities as they arise in order to maintain and develop competency.


	Participate in regular supervision, personal development conversations and plans and team meetings as required. Engage and contribute to quality assurance activity and sharing best practice to further develop the skills and knowledge of the workforce.


	To undertake any other appropriate additional duties as required by the Director or Head of Service.


	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.




	[bookmark: _Hlk535317329][bookmark: _Hlk535317199]Person specification


	Qualifications

	Essential
	Desirable

	Educated to NVQ Level 3. 

Relevant Safeguarding Qualification or willingness to undertake this training within the first three months.

Early Help Assessment and Plan (EHAP) training or willingness to undertake this training within the first three months.

Signs of Safety Training or willingness to undertake this training within the first three months.

	Restorative Practice training or willingness to undertake this within the first year.

	Knowledge/Experience

	Essential
	Desirable

	Experience working directly with children and families. 

Experience of working with children and families with more complex needs (i.e.mental health, disability, substance misuse.) who are hard to reach.

Experience of effective multi-agency working.

Experience of implementing the practical principles and application of Signs of Safety.

Sound knowledge and understanding of Safeguarding policies and procedures.

Ability to understand and demonstrate contextual safeguarding. 

Understanding of child and adolescent development, and the impact of transitions on young people.

Good knowledge of services for children and young people, provided by the department and other agencies.

Good knowledge of child development from birth to 19 and factors which impede their overall development.

Ability to exercise and apply sound judgement when assessing risk and advise appropriate action and initiative within designated areas of responsibility. Demonstrable understanding of the thresholds that determine courses of action.

Knowledge and understanding of the relevant Health and Social Care legislation, policy and practice with the ability to draw on experience to advise beyond the written guidance.

Effective ICT skills and the ability to electronically record work done and its impact.

Significant experience of working with a range of agencies and services.

Experience of effectively managing conflict. 

Experience of assessment of risk.

	Have worked in a similar role previously within an Early Help or social care setting.

Previous experience of working with socially excluded families. 

Experience of planning, implementing and monitoring individual programmes of activity.

Knowledge and experience of trauma informed practice. 

Experience of advocacy where children and their families are vulnerable to exploitation. 

Experience of determining level of need and if a child is at risk of becoming a Child In Need under Section 17 or in need of protection under Section 47 of the Children Act 1989. 





	Aptitudes/Behaviours - all essential


	Strong commitment to equality and diversity in the operation and delivery of public services.

Work collaboratively with colleagues and professionals in other agencies.

Ability to make sound judgements under pressure and remain calm in difficult situations, applying departmental policy and procedure. 

Able to work on own initiative.

Good communication skills, communicating facts, assessments, ideas and proposals to others in an effective and persuasive manner.

Ability to offer flexible and pragmatic approaches to problem solving.

Ability to work autonomously and as part of a wider group within the service area and prioritise work effectively and efficiently to meet required deadlines.

Ability to motivate and engage children, young people and families gaining consent for plans to help them meet their agreed outcomes.

Ability to assess data and information and formulate and agree clear outcome focused family plans working with individuals and families.

Ability to write accurately and concisely with a high level of attention to detail, producing articulate analytical reports for various audiences.

Ability to reflect and learn from own behaviour and feedback, identifying impact of action on others.




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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