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Job description

Duty Worker


	Department 
	Children’s Services 

	Service 
	Adoption and Kinship Support Team 

	Grade
	F

	Reports to
	Team Manager

	Responsible for 
	NA

	Job reference
	



	Job Purpose 

	The role sits within the Kinship and Adoption Support Team, a County wide Team working with families and children under an Adoption Order or in Kinship arrangements. The role will be integral to the successful functioning of the whole Service and will be the first point of contact for new referrals into the Team and for enquiries via the daily advice line. 

The Duty Worker’s role will be to; respond to enquiries, offering advice, guidance and signposting as necessary; coordinating referrals and consultations including those for the Adoption and Special Guardianship Support Fund; holding a ‘duty/review’ caseload and being the named worker in some cases; completing Special Guardianship Support Plan reviews, therapy reviews and formulating and reviewing Adoption Support Plans, with support from the Team Manager.

The duty worker will take the lead in the coordination of support groups and family days; organise attendance to our monthly Youth Club; collate data and; collaborate on our Newsletter. 

The role will be largely administrative, though there will be occasional opportunity for home visits and to attend reviews with outside organisations.


	Context 

	This role will sit within Norfolk Adoption and Kinship Support Service. The service offers Post Order support to adopters and Kinship carers and children.  This includes financial support which is Means Tested. The candidate may at times, be required to work flexibly across the service.



	Accountabilities 

	Taking the lead in the administration of new referrals. This will include; dealing with correspondence; liaising with families and professionals to obtain the correct referral paperwork and then coordinating Triage appointments between the family and Social Workers within the Team. 


	Managing a ‘duty/review’ case load which will include being the named worker for cases that are either out of County or where we are providing a service for those 18+. This will include; completing virtual and occasional face to face reviews; taking phone calls; commissioning intervention; offering containment; providing signposting and advocacy support; liaising closely with families, with children/young people and with several outside organisations. 


	Developing and reviewing both Special Guardianship Support Plans, and Adoption Support Plans.


	Working closely with colleagues within the Team to offer administration support including for cases relating to Special Guardianship Allowances and Adoption Allowances. 


	Ensuring that cases are ‘stepped up’ and ‘stepped down’ at appropriate times and with support from the Team Manager. 


	Keeping records of key performance data and produce/present reports in accordance with departmental procedures, performance targets and quality standards.


	Helping to organise, promote and deliver family days, training and workshops, helping to manage our Newsletter and supporting in the organisation of special events, family days and drop-in sessions which may include booking guest speakers. 


	Maintaining full and accurate records of work, and attending monthly supervision. 


	Ensure that services are provided in accordance with departmental standards and targets, with due regard to health and safety and equalities obligations, undertaking risk assessments where appropriate. 


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


	Any other duties that are identified by the team manager and deemed necessary and beneficial to the needs of the 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.


	The incumbent of the post will participate in the development of the Adoption and Kinship Support Service and will ensure that services are provided in accordance with legislation, national and departmental standards and equal opportunities. All duties are in accordance to the NCC policies and procedures regarding the safeguarding of children and promoting their welfare as laid out in the Children’s Act 1989 and 2004. This will require working in partnership with other safeguarding teams as well as professionals involved in the care of the child.   




	Person Specification


	Qualifications:

	Essential
	Desirable

	5 passes at GCSE level Grade C or equivalent including English.

Very good communication and analytical skills in both verbal and written English.

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Experience of administration work including managing data bases, filing systems and in identifying and recording appropriate key performance data. Ability to source, analyse, interpret and present information clearly

Experience of coordinating, conducting and recording reviews.

Knowledge of how to formulate Plans and an understanding of measures and techniques required to effectively evaluate intervention programmes.

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

	Minimum of 2 years’ experience working with children and families and an understanding of child development. 

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

Experience of organising events including training events, workshops, coffee mornings, drop in sessions


	Skills:

	Essential
	Desirable

	Strong sense of initiative, ability to work collaboratively and an excellent communicator.  

Ability to make sound judgements under pressure and remain calm in difficult situations.

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

Ability to communicate and liaise effectively with colleagues. To include discussions with the Team Manager where necessary and at all times where there are safeguarding concerns. 

Ability to offer flexible and pragmatic approaches to problem solving.

Ability to manage own work and time to meet required timescales.

To participate in supervision, annual appraisal and staff development training as appropriate.

To represent the department and the team/service in appropriate meetings and forums.

Suitability to work with children and other vulnerable groups.  Enhanced Disclosure and Barring Service checks to be undertaken.

Excellent telephone skills.

	


	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 regards 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.
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