EARLY HELP & EARLY YEARS AND NEIGHBOURHOODS
NEIGHBOURHOOD CUSTOMER CARE OFFICER J12
36 hour post to work Grade D
Located within the Early Help Team   post – Fixed term until 28-02-21
Post Objectives

1. To preform administrative support to the Neighbourhood Allocation panels collating agendas and preparing accurate information in the form minuets. Offer advice and guidance to early help services and children’s social care, including partner agencies early help offer, and commissioned services in relation to the panel process and other available services.
2. To provide a single access point of access for request for service from the Team Around Initiative 
3. To receive and deal appropriately with requests for service from the newly formed Access Point .They will provides advice, signposting and triage for professionals and members of the public seeking support for a child or family below the threshold of Social Care services.  They will, with the families consent, be liaising with other agencies and undertaking research through Management Information systems. They will record and search multiple systems to illicit information
Main Duties and Responsibilities Specific to the Post

1. Complete appropriate documentation both manually and electronically with relevant information, to identify service stream in preparation for the Allocation Panel Agenda.
2. Adhere to Tameside Safeguarding Children’s Board agreed threshold criteria for assessment and provision of services.

3. Liaise with all agencies connected with children and families gathering information as required to ensure an appropriate response, and where needed intervention is provided.
4. Contact other agencies/services as appropriate to minimise redirection of calls.

5. Contribute to data collection as required, both manually and electronically.  

6. Develop and maintain systems to monitor new performance targets.

7. Maintain confidentiality in line with current legislation.

8. Comply with internal policy and procedure.

9. To undertake such duties as reasonably corresponds to the general character of the post and are commensurate with the level of responsibility.

EARLY HELP & EARLY YEARS AND NEIGHBOURHOODS

NEIGHBOURHOOD CUSTOMER CARE OFFICER

PERSON SPECIFICATION J12

Category
1.
Educational Standard/Qualifications/Membership


of Professional Institutions (indicate grade)







	 An appropriate computer information technology qualification e.g. ECDL
	E

	NVQ3 or equivalent in area relevant to information or customer services (or commitment to complete within 12 months)
	D

	Educated to GCSE standard or equivalent
	E

	Level of education consistent with demands of the post and skills section
	E


2.
Experience


Previous social care or experience in a related environment

E

Experience of dealing with telephone enquiries



D

Experience of working within a team & prioritising

workload








E


Experience of contributing to service development

            Experience of dealing with telephone enquiries


E

3.
Specialised Training

Training in carrying out needs led assessment



D


ICS                                                                                         -

D

 
Children Act Legislation






D


Minicom 








D


Safeguarding training







D


4.
Key Skills


High level of interpersonal skills consistent with communication


with clients and staff at varying levels




E


Organisational skills







E


Effective communications skills





E


Ability to produce effective written work 




E


Ability to gather clear and useful information

            Ability to prepare agendas and minuets in a fast paced environment.
E

An ability to fulfil all spoken aspects of the role with confidence through     E

the medium of English

5.
Key Knowledge

Working knowledge of multi agency children’s services


D


Knowledge of services provided by voluntary agencies


D


Knowledge of community based services




D


Knowledge of children’s services/Early Help policies & procedures

D


Knowledge of Equal Opportunities and Cultural awareness


E

6.
Key Aptitudes and Personal Qualities


Ability to contribute towards good team working



E


Ability to prioritise workload






E


Ability to work flexibly within fluctuating demands



E


Ability to work on own initiative





E


Ability to communicate with clients, carers and staff at all levels

E


Ability to work under pressure





E

For Information

Category (E)

-
Essential Recruitment
Without which the candidate would be unable to carry out the 

duties of the post.

Category (D)

-
Desirable Features
Which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience etc.

