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Job Description and Person Specification
 



Network Coordinator

	Department 
	Children’s Services

	Service 
	Family Help

	Grade
	E

	Reports to
	Team Managers in Operational Teams or Expert Roles within Family Help Teams

	Responsible for 
	no staff managed



	Job Purpose 

	Network Coordinator roles are embedded directly into teams or aligned directly to Experts within the Family Help service areas. 

To work closely with practitioners, developing a strong knowledge of the cases within the team and provide targeted capacity to support Family Networking opportunities within those individual teams and at the earliest point following allocation.  

To respond to tasks and actions that directly support an enhanced Family Network approach.

To support the team managers and experts in managing and delivering the operational support and coordination for the team, ensuring the team meets priorities and business needs. 

To be embedded within the team of practitioners and managers to ensure that 
the support is provided efficiently, effectively and within the parameters set out, ensuring high standards for the children and families we serve, supporting practitioners and managers in their work with families. 


	Context  

	Children’s Services practice vision ‘Vital Signs for Children’ is the way we approach practice in Norfolk. 

We strive to work as a whole system and with the whole family using a practice approach that is:

Relationship based – working to build consistent and trusted relationships with families.

Strengths oriented – identifying the strengths of families and building on them to create positive change.

Outcome focused - doing whatever it takes to achieve the best outcome for children, young people and their families.

We believe it is vital that children Flourish in the areas they have told us are important to them:

Their Family and Friends
Access to Learning
Opportunities to lead a good life
Being Understood
Building Resilience
Respect for their Individuality
Feeling Safe and Secure
Being Healthy

Effective operational support is a vital element to Children’s Services, this role is part of the children’s team supporting and protecting children within their families.




	Accountabilities 

	Respond to enquiries from families and professionals, providing advice where appropriate to the team in respect of administrative tasks, providing cover for other Network Coordinators when needed

To support the manager/expert in building rotas, keeping track of tasks and timescales including statutory processes and supervision requirements (both 1:1 and case supervision)

To ensure key meetings are arranged, coordinating with internal and external professionals as well as families; coordinate Family Time schedules 

To coordinate information about the families, including, once specialist training has been delivered, tracing family members within the network and updating Liquid Logic (recording database), supporting the family network approach for families

To take brief notes of strategy discussions where aligned to an Expert Role in Family Help utilising AI support where available

To work collaboratively with the management team across the patch to ensure priorities are identified and addressed including requests for GP and Police checks

To support practitioners in written correspondence, formatting of reports and genograms

To support the financial processes within the team including purchasing items, travel and food bank requests for children, young people and families, purchasing travel tickets for staff and families, upload invoices, reconcile purchases practitioners have made on pre-payment cards with support from Practice Coordinators





Person specification

	Essential skills and abilities

	
Good customer service skills, with the ability to communicate effectively with customers and colleagues at all levels, both written and orally 
 
Excellent skills in MS Office eg Word, Excel and databases 
 
High level of accuracy and attention to detail for good record keeping 
 
Ability to analyse and interpret data to provide informed advice to the decision maker 
 
Excellent numeracy and literacy skills 
 
Ability to explain technical issues in plain English 
 
Good time management skills and the ability to prioritise own workload 
 
Ability to work under pressure and to tight deadlines 
 
Good problem solving skills 
 
Flexible and positive team member with ability to work effectively across teams  


	Knowledge/Experience

	
Essential

Experience of working in an office environment 
 
Proven delivery of high level of customer service  
 
Experience of communicating with a range of internal and external contacts efficiently and effectively with tact and diplomacy 

Knowledge of financial processes 
 
Familiar with Data protection and the importance of working with confidential information 
 
Awareness and understanding of safeguarding children policy

	
Desirable

Experience of developing, monitoring and evaluating administrative systems 
 
Local government experience 
 
Experience of training/coaching/ mentoring staff  



	Qualifications

	
Mandatory
Good level of education - 3 GCSE passes or equivalent including English and Maths 

	
Indicative
NVQ 2/3 in Business Administration




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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