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Job description

Duty Worker, Kinship Assessment Team


	Department 
	Children’s Services

	Service 
	Kinship Assessment Team

	Grade
	Scale F

	Reports to
	Team Manager

	Responsible for 
	NA

	Job reference
	



	Job Purpose 

	The role is to provide support to the Team Manager in co-ordinating new referrals into the Kinship Assessment Team and ensuring that all the correct information is obtained regarding service-users before a case is allocated to a social worker. This will involve liaising with referring teams and MASH Police with regards to PNC checks. 

The role is to support assessing social workers with obtaining checks and references for their assessments – to include completing DBS checks, GP references, personal and employment references and school/nursery checks. The Duty Worker will be responsible for tracking checks and references and taking measures to ensure that these are all completed in a timely manner, to include visiting families if needed to ensure this.

The Duty Worker will also support assessing social workers with co-ordinating family time where this must be arranged as part of assessments.


	Context 

	The Kinship Assessment Team is a very busy assessment team where each piece of work is time-sensitive and social workers are always working to deadlines – often court directed deadlines. Good quality and timely background checks are the cornerstone of effective and thorough assessments, and a Duty Worker will be supporting the team through facilitating timely checks being requested (and followed-up if required) to ensure the social worker has the best information for their assessments. Missing pieces of information can cause delay in our assessment work which in turn, delays outcomes for children. The team writes Viability Assessments which are short assessments and Special Guardianship and Connected Foster Care Assessments which are lengthier and more in-depth reports, all of these relate to people’s suitability and capacity to care for children they know/are connected to.

This is a role which will require a candidate to have excellent organisational and communication skills given that we are a team with involvements across Children’s Services, nplaw as well as health and education agencies across the county of Norfolk and beyond. Building helpful and respectful relationships with our partner agencies is crucial in ensuring that we can obtain the information that we need in a timely manner and we uphold the reputation of Norfolk Children’s Services.

Our service-user group is diverse and for some, obtaining information for checks and references can be challenging so a Duty Worker will be supporting service-users with accessibility and guidance around this area.

The role does not require case holding responsibility and direct work is allocated as it is required.

The service will be provided in accordance with legislation, national guidance, LSCB procedures and protocols, departmental quality assurance targets and timescales and local partnership agreements.




	Accountabilities 

	To support the effective coordination and management of referrals into the Kinship Assessment Team, ensuring that essential information and appropriate consents are obtained and recorded in line with service requirements.

To assist social workers by facilitating the timely request, receipt and recording of required checks, information and documentation in support of kinship and connected persons assessments. 

To monitor the progress of checks and information requests, proactively following up as required and escalating delays or concerns to the appropriate practitioner or manager.  

To maintain accurate and up-to-date records and tracking systems to support compliance with safeguarding, welfare and assessment requirements.
 
To provide practical and administrative support to assessment activity, including assistance with the organisation and coordination of assessment-related arrangements where required. 

To work collaboratively with colleagues, partner agencies and service users to support the smooth and timely progression of assessment activity. 

To undertake home visits to prospective carers as needed to ensure that people are supported with providing the relevant information for checks and their assessment, noting that this requires confidence in working with service-users. 

To contribute to the safeguarding and promotion of the welfare of children, young people and vulnerable adults encountered through the role, in accordance with statutory duties, policies and procedures.




Person specification

	Skills and abilities:

Strong interpersonal and communication skills, with the ability to engage sensitively, explain information clearly, and communicate appropriately with a range of people in sometimes challenging or emotionally charged situations.
Good judgement and professional awareness, enabling balanced decision‑making, prioritisation of tasks, and appropriate response to emerging issues while maintaining professional boundaries.
Organisational and time‑management skills, with the ability to manage competing demands, plan workloads effectively, and ensure commitments are met in a reliable and consistent manner.
Analytical and observational skills, allowing patterns, risks or changes in circumstances to be identified and considered thoughtfully, contributing to informed discussions and next steps.
Flexibility and adaptability, with the ability to respond constructively to change, work across different settings, and adjust approaches to meet service demands and the needs of families and carers.
	Essential (ü)

ü 





ü







ü





ü
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	Desirable (ü)

	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	
Relevant experience in working with carers, children or families

Experience in working within customer-facing roles.

Ability to communicate clearly and appropriately both in writing and orally.

Ability to deal with professionals at all levels and is assertive in accessing information.

Excellent telephone skills.

Ability to work within a team

Ability to exercise judgement and initiative e.g. prioritise own workload within agreed timescales.

IT skills – competent use of Word Processing, Excel and the Services database.

Ability to work well under pressure and with continuously changing priorities.

Ability to exercise and maintain confidentiality and comply with Safeguarding protocol

Ability to source, analyse, interpret and present information clearly.
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	Qualifications
	Mandatory (ü)
	Indicative (ü)

	
GCSEs (or equivalent) in English and Maths, or the ability to demonstrate literacy and numeracy skills appropriate to the role.

Willingness and ability to undertake mandatory training relevant to the role, including safeguarding, health and safety and data protection.

Commitment to ongoing learning and development in line with service requirements.

NVQ Level 2 (or equivalent) in Health and Social Care, Children and Young People, or a related subject.

Training or experience related to working with children, families or carers (for example safeguarding, attachment, trauma informed practice or family support).

Training related to equality, diversity and inclusive practice.
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	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)

	
You are required to travel as part of your duties. 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.




	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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