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Job Description and Person Specification



Early Help Advisor (SEND)

	Department 
	Children’s Services

	Service 
	Communities and Partnerships

	Grade
	G

	Reports to
	Team Manager

	Responsible for 
	N/A

	Job reference
	MJ0590



	Job Purpose 

	This is an office-based telephone role where Early Help Advisors will receive requests for support (including via the telephone) where the family or setting could benefit from support from a range of universal services such as School, GP, Mental Health, Healthy Child Programme, SENDIASS etc.

[bookmark: _Hlk97552172]Early Help SEND Advisors will undertake information gathering using telephone and email communications with both internal and external colleagues to provide high-quality outcome focused support, advice and guidance to partners, children and their families. This includes identifying local organisations and universal services that can support children and families in preventing them from requiring targeted/statutory Children’s Services intervention and/or to assist them in returning to accessing a universal service pathway.

Early Help SEND Advisors will liaise with internal and external partners to support families in identifying their own natural network of support, involving friends and family members to be part of the plan, helping to reduce the need for professional involvement, where possible. Where a Team Around the Family has been identified, the Early Help Advisor will promote and encourage the use of an Early Help Assessment and Plan (EHAP) to provide a more coordinated approach to support the family, building on existing strengths and identifying ways to reduce the presenting concerns.

The focus of the Early Help SEND Advisors will be to support callers who have reached out for support with any SEND and Inclusion queries. Early Help SEND Advisors provide families with appropriate signposting around the needs of the child and family and where appropriate recommend an EHAP to provide coordinated support for the family.

To ensure children and young people are adequately protected in line with the Local Safeguarding Children Group (LSCG) and departmental policy and procedures and relevant legislation.





	Overview/Context

	The Community and Partnerships service works across Norfolk in partnership with a range of organisations, from education and health providers to district councils and voluntary sector groups. Our aim is to develop and strengthen the support that exists for families at the earliest point linking with local services and multi-agency partners countywide. 

Signs of Safety, Signs of Wellbeing and Signs of Success are the core foundations of our practice in Norfolk.  Based on a whole family and whole system approach that is relationship based, strengths oriented, and outcome focused, our work supports children’s happiness and health, enabling them to learn and build positive long-lasting relationships that will support them to become happy and successful in their adulthood.

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


	Other Job Information 

	[bookmark: _Hlk16157478]The service is designed to ensure consistency across the county but is managed within districts to focus on local need, however, when the service in another area is under pressure there may be a need to assist across geographic boundaries.

The impact of complex and emotionally difficult conversations with partners and families.

You will be required to be flexible to meet the challenging and demanding needs of the service and therefore there may be some working ‘unsocial’ hours. 

You may occasionally be required to travel as part of your role. 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.

A willingness to undertake any additional training needs.




	Principal Accountabilities 

	Provide advice, guidance and challenge with relevant partner organisations and Childrens Services colleagues, on appropriate strategies and signposting to support children and their families, thereby ensuring that all possible options are explored before identifying that the correct pathway is Children’s Services. 


	Triage all information, analyse and risk assess to ensure that all contacts are swiftly and accurately processed for authorisation within the set timescales.


	Use knowledge, skills and initiative to make decisions on the right pathway for children including gathering information to obtain comprehensive details from children, their families and partner organisations to inform the decision for the most appropriate support service and direct accordingly. 


	Provide information, advice and guidance on services and local provision to universal partners and Children’s Service front line staff to support meeting the needs of families. 


	Engage and ensure service signposting is geared to meet the family’s ethnic, religious, cultural and linguistic backgrounds.


	Using relevant data to gather information from children and their families and partner organisations (such as schools) to cross reference against the Supporting Families criteria and share with the Early Help Central Team to enable tracking of Supporting Families outcomes and Payment by Results (PBR).


	Ensure that comprehensive and accurate case notes and records are maintained using the appropriate systems and processes. With good electronic and paper file management (where necessary) being maintained and in accordance with departmental standards and procedures. 


	Provide feedback on progress and outcomes to families and partner organisations both verbally and in writing.


	Be a dedicated link into locality Early Help Hub arrangements and attend, where appropriate, collaboration or equivalent meetings within District Councils, maintaining a link with district community programmes and initiatives.


	To ensure that the service provided is in accordance with the departmental standards, equal of access, diversity and objectives of quality of assurance, are cost effective with due regard to health and safety requirements and to operate in accordance with the General Data Protection Regulations, ensuring data is stored accurately to enable the production of statistical and management reports as required.


	Establish regular contact and networking opportunities with and between services and agencies to build trust and cooperation to enhance service delivery in line with Commissioning, Partnerships and Resources priorities and in conjunction with Early Help Hub/LSCG arrangements.


	Be a link for Norfolk County Council to universal services and agencies and ensure services are promoted through Norfolk County Council digital platforms enabling parents to access help for themselves.


	Support to identify and recruit parents/carers/wider volunteers to help develop their own networks of support in the community. This will be done through a place-based approach, prioritising communities in Norfolk where children are most vulnerable (in line with Norfolk Futures ambitions).


	To represent the department in appropriate meetings and forums.


	Take responsibility for own personal development undertaking training and development opportunities as they arise in order to maintain and develop competency.

	Participate in regular supervision and team meetings as required. Engage and contribute to quality assurance activity and sharing best practice to further develop the skills and knowledge of the workforce.

	To undertake any other appropriate additional duties as required by the Director of Communities, Partnerships and Resources.


	Appointment will be subject to a satisfactory enhanced disclosure and barring service check to assess the suitability of candidates to work with children or other vulnerable groups.



	[bookmark: _Hlk535317329][bookmark: _Hlk535317199]Person specification


	Qualifications
	Essential
	Desirable 

	Educated to NVQ Level 3 

Relevant Safeguarding Qualification or willingness to undertake this training within the first three months.

Early Help Assessment and Plan (EHAP) training or willingness to undertake this training within the first three months.

Signs of Safety Training or willingness to undertake this training within the first three months.

Restorative Practice training or willingness to undertake this within the first year.

Advanced Excel.
	












	

















	Knowledge/Experience
	Essential
	Desirable 

	Minimum of 2 years’ experience of working with children, young people and families with complex needs that impact on their ability to thrive in adulthood.

Minimum of 2 years’ experience of effective multi-Agency working.

Experience of implementing the practical principles and application of Signs of Safety.

Have worked in a similar role previously within an Early Help or social care setting.

Previous experience of working with socially excluded families. 

Experience of planning, implementing and monitoring individual programmes of activity.

	
















	



















	Aptitudes/Behaviours
	Essential 
	Desirable 

	Be able to communicate & influence clearly, appropriately and effectively with members of the public, colleagues, partners, children and their families face to face, verbally, on the telephone and in writing.

Ability to gather qualitative and quantitative information and analyse objectively.

Ability to exercise and apply sound judgement when assessing risk and advise appropriate action and initiative within designated areas of responsibility. Demonstrable understanding of the thresholds that determine courses of action.

Knowledge and understanding of the relevant Health and Social Care legislation, policy and practice with the ability to draw on experience to advise beyond the written guidance.

Proven ability to work effectively under pressure.

Knowledge of support services in Norfolk for children, young people and families.

Computer literate with accuracy both in writing and numerically, with familiarity with case recording systems/databases.

Ability to identify where and when to take the initiative and act appropriately.

High level of interpersonal skills and
respect for others.

Ability to maintain a flexible and responsive attitude and approach to people and tasks.

Self-motivated with an ability to work independently and as part of a team.

Proven ability and enthusiasm for working in partnership

Demonstrable ability to use Microsoft Office including Excel, Word and PowerPoint.

Knowledge of child development from birth to 19 and factors which impede their overall development.

	
















































	























































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.
[image: ]		

image1.png




image2.tif




image3.tif
@ Norfolk




image4.tif
TOGETHER.




