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Job Description and Person Specification
 



Participation Assistant

	Department 
	Children’s Services

	Service 
	Participation and Transition Strategy Team

	Grade
	D

	Reports to
	Data Quality Officer

	Responsible for 
	no staff managed



	Job Purpose 
To proactively use a range of methods to establish contact with young people or their families aged 16-25.

The purpose of such contact is to information gather and signpost to appropriate raise in participation age (RPA) compliant opportunities using the Help You Choose Website (HYC).


	Overview/Context

	All 16-18 year olds are required to participate in education or training. This can include sixth form, college, further education, apprenticeship or participating on a traineeship or programme of re-engagement activities.

Local authorities have responsibilities to support 16-18 (up to age 25 with an EHCP) year olds into education or training and to identify and support those who are not participating. 

The role of the Participation Assistant team (AKA Keeping in Touch Team) is to identify and signpost those young people who are not participating.




	Principal Accountabilities 

	To establish the current destination of young people through a range of communication methods (phone, text, email and letter). This is to reduce as much as possible the number of young people whose destinations we are not currently aware of.


	For young people who are Not in Education, Employment or Training (NEET) or at risk of NEET the participation assistant will give relevant information (signposting and next steps with the service) to the young person and will refer young people to advisers for further information, advice and/or guidance.


	To promote participation in education and training of all young people through sharing information such as: signposting to websites, helplines and external support services. This could be to young people, their parents or through other NCC professionals.


	To undertake data gathering, quality assurance and HYC system monitoring, functionality checking, support and fault reporting and run reports as required.


	To respond to the HYC Helpdesk and NEET Helpline enquiries, asking appropriate questions to establish the nature of the query and deal with them in accordance with management guidelines. This is managed as a team using a rota system.


	To accurately collect and record various details on an NCC commissioned database as appropriate in accordance with management guidelines.


	To contribute to a high standard of data quality by following recording guidelines and reporting issues such as duplicated records or inaccuracies.


	To make use of other internal databases by collecting and recording relevant information about young people also working with or previously involved with an other NCC professional.


	To maintain and be involved in creating simple content for social media information pages with the latest events and opportunities.


	To observe excellent safeguarding practice and report any concerns in line with departmental guidance and procedures.


	To carry out any other responsibilities as can be reasonably required within the grading level of the post.
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Person specification
	Qualifications

	Essential
5 GCSEs including English and Maths 9-4 (A-C) or equivalent qualifications
	Desirable
Customer service qualification 



	Knowledge/Experience

	Essential 
Proven success in communicating with a wide range of people, including young people, parents, schools/colleges, employers and learning providers

Experience of providing customer care on the telephone, in writing and online

Experience of database use – specifically recording

Good level of understanding and experience in using Microsoft Office applications – specifically excel and sharepoint

	Desirable
Experience of using social networking in a work context

Knowledge of 16-25 education and training system

Knowledge of the work of Children’s Services within Local Authorities


	Essential Aptitudes/Behaviours

Attention to detail

Good team worker and supportive of team members

Flexibility and adaptability to change to new priorities at short notice

Good social skills to communicate effectively and persuasively by telephone

Understands the benefits of lifelong learning which is important in the role for:
· Advocacy skills to the service user
· Continual self-development in a professional sense

Inclusivity and diversity to ensure parity of service for all service users

The ability to calm and reassure service users – written and verbal


	This role includes contact with young people. An Enhanced Disclosure and Barring Service check will be undertaken for the successful applicant.




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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