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Job description 

Adoption and Kinship Support Coordinator

	Department 
	Children’s Services

	Service 
	Adoption and Kinship Support Team

	Grade
	E

	Reports to
	Senior Social Worker and Team Manager



	Job Purpose 

	To support in the processing and coordination of contact arrangements between birth family and adopters.

Administrational support to the wider Post Adoption Team.


	Context 

	Norfolk Adoption Service consists of three separate Teams each of which work with adopted children, their adoptive parents and the birth family. This role will sit within the post adoption part of the service whose remit it is to support children and families after the Adoption Order has been granted.




	Accountabilities 

	Working across the Contact and wider Post Adoption and Kinship Support Services supporting the Team in various administrational tasks


	Proactively liaising with parents, colleagues, clients and other agencies in order to disseminate and collate service review paperwork


	Helping to coordinate and promote training and workshops.


	Working across the Contact Service and the wider Post Adoption and Kinship Support Services to support with a range of administrative tasks.


	Assisting with the administration of funding processes for the Adoption and Kinship Support Fund.


	Helping to coordinate and promote training and workshops, including venue bookings and financial administration.


	Supporting the practical aspects of creating Life Story Books across the Adoption Service.


	Maintaining full and accurate records.


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


	Ensuring 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.


	Taking 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 contact service.




	Person Specification


	Qualifications:

	Essential
	Desirable

	5 GCSE’s (Grade A-C) or equivalent – these must include Maths and English 

Demonstrable ICT skills

	NVQ 2/3 in Business Administration 

RSA/OCR Typing and/or word processing Stage 2 or similar 


	Knowledge/Experience:

	Essential 
	Desirable 

	Minimum 2 years’ experience of working in an office environment

Proven high level of customer service experience

Experience of dealing with a range of internal and external contacts efficiently and effectively with tact and diplomacy

Experience of challenging where required to ensure process compliance 

	Experience of developing, monitoring and evaluating administrative systems

Working knowledge of HR processes 

Working knowledge of Health and Safety Act and Children's Act 2004 

Knowledge of adoption and matters relating to contact

To be familiar with the Data Protection Act 1998 and subsequent amendment


	Skills:

	Essential
	Desirable

	Demonstrate appropriate customer care in compliance with Norfolk County Council customer care standards 

Effective communicator across integrated teams 

Proven time management skills and ability to work within organisational and statutory timeframes. 

Ability to work in a highly confidential and sensitive manner

Excellent literacy, numeracy and ICT skills

High level of accuracy and attention to detail for good record keeping

Able to cope with demanding workloads by prioritising work effectively to meet tight deadlines with high quality output for self and others

Ability to work on own initiative as well as being an effective team member 

	High levels of literacy, numeracy and ICT skills 

Awareness of safeguarding children policies 

Ability to support change and transitions within the working environment 

Understanding of complaints procedures 






	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.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	For contractual purposes County Hall will be your place of work, however you will work. You will work flexibly from both County Hall and from home, but 2 days a week will be County Hall based.

Our technology platform and equipment is first class enabling you to connect and collaborate remotely. It will be a requirement of this role that you have in place at home broadband connectivity for your working hours. We provide the appropriate health and safety advice to support you working remotely. If for practical, safety or wellbeing reasons you are unable to work from home you may be able to work from a County Council site with prior agreement.

You will be welcomed into the organisation with a hybrid of face to face and remote induction process using Microsoft Teams video conferencing and e-learning, as well as technology that enables you to regularly connect and collaborate digitally with your peers and colleagues.




	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.






Page 2 of 2
image1.tif




image2.png




image3.png




image4.png




image5.png
Norfolk County Council




