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Job Description and Person Specification

Practice Coordinator

	Department
	Children’s Services

	Service
	Business support – In Care & Life Beyond Care Services

	Grade
	Scale D

	Reports to
	Business Manager/Assistant Business Manager

	Responsible for
	n/a

	Job reference
	MJ1029



	Job Purpose

	To support the Business Manager, Network Coordinators and operational teams in delivering the operational support to Children’s Services, to meet business needs and priorities
To ensure the support is provided efficiently, effectively and flexibly with high standards of customer care to allow operational staff to have more time to deliver direct work with families.

	Overview/Context

	Effective business operational support is a vital integral element to the success of Children’s Services.

This role is an extended member of the operational team that supports the efficient and compliant performance of teams.




	Principal Accountabilities

	Provide a range of operational support services which will include some of the following:

Maintain records and efficient filing systems, ensuring that confidential and sensitive information and personal records are held in a secure environment and in accordance with the departmental filing, Information Management and Data Protection procedures.

Raise invoices and ensure that charges to the department are recorded and banked appropriately.

Undertake the monthly reconciliation of accounts and process journals as required.

Process Service Request Forms (SRFs), raising orders for specified goods/services, utilising the I-Procurement system, corporate purchasing cards.
Make travel and accommodation booking arrangements and issue bus passes as requested.
Receipt goods/services and process invoices to ensure timely payment. Check supplier invoices and claims make amendments as required and prepare for authorisation and payment.

Operate financial accounts ensuring the correct maintenance and control of these systems with accurate record keeping, paying particular attention to the detail.

Populate and maintain spreadsheets, databases validating data to ensure accuracy. Monitoring data and producing reports, statistics and other management information as required.

Specifically logging of referral enquiries (although LCS form); filling the gaps of any outcome/impact information not gathered elsewhere.

Filtering of wider team/service performance information to individual team members.

Complete the processing of documents required to deliver and maintain statutory and non-statutory processes, e.g. DBS checks.

Prepare initial drafts of letters / and complete standard letter templates.

Maintain procedural documentation required for statutory functions.

Flagging up and monitoring adherence to review timescales, etc.

Arrange, attend and minute meetings, compiling agendas and undertaking associated administrative work and follow up action.

Assist when required in the planning and organisation of events, activities and training courses.

Act as the first point of contact for enquiries, undertaking day-to-day communication with the public, colleagues elsewhere in the Council, clients and other agencies.

Assist on issues relating to the management of the building including providing support in receiving visitors, telephone calls and emails.

Distribute incoming post and process the outgoing post according to policy and procedures.

Be responsible for safe working practices and assist the Business Manager as required in maintaining a safe working environment in accordance with Health & Safety legislation.

Comply with best practice, departmental policies and procedures so that duties and tasks undertaken are efficient and effective.



	Person specification

	Qualifications
 

	Essential

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

	Desirable

NVQ 2/3 in Business Administration


	Knowledge/Experience


	Essential

Experience of working in an office environment

Experience of using Microsoft Office in a work environment

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

Knowledge of financial processes

	Desirable

Experience of developing, monitoring and evaluating administrative systems

Experience of following financial processes e.g. ordering, invoice payment

Awareness and understanding of safeguarding children policy





	Aptitudes/Behaviours
 

	Essential 

Good customer service skills, with the ability to communicate effectively with customers and colleagues at all levels, both written and orally

Good ICT/keyboard Skills

High level of literacy and numeracy

Good time management skills and the ability to prioritise own work

Accurate record keeping skills 

Flexible positive team member

	Desirable 

Ability to support change and transitions within the working environment





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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