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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: Early Help Development Officer


	Directorate: Community Services
	Division/Section: Early Help


	Grade: 5



	Job Purpose:
To develop effective operational relationships with universal and early intervention services across all client groups to ensure an effective front end to the All Age Early Help Offer

To support universal services to provide an effective, early, first response to emerging issues. To support agencies to create their own interventions
To undertake in depth assessments, formulate action plans and provide support to individuals and families to access the Early Help offer.




	Key Tasks:
Support for Services

- Develop effective working relationships across all universal and early intervention services for children and adults in order to engage services to identify individuals and families who need support through the Early Help Offer
· provide support to services to facilitate the implementation of an Early Help offer, through identification of individuals and families, including  actions and outcomes

· support universal and early intervention services to provide effective support to individuals and families, when referral to Early Help is not appropriate
· Ensure correct escalation where needs are identified and support agencies to do this

· To identify operational  training needs and liaise with agencies to ensure appropriate training is available

· Provide liaison between services (schools, CC’s GP’s etc) and providers of the Early Help offer including trouble shooting and problem solving to avoid cause for complaint  

· To develop practice sharing support networks and other support mechanisms that will enable universal services become self reliant with regard to the  Early Help offer
· Liaison with external providers delivering the Early Help Offer, ensuring they interact effectively with universal and early intervention services, and the elements of the Early Help Offer delivered within the Council.

· Identify and monitor any trends that require training or development
Support to develop process

· monitor any operational trends and escalate to develop a response

· To liaise at District hub level to ensure the local offer is accessible and meets needs 

· To keep clear lines of communication between Universal services, the MASH, and the District hubs and share as appropriate
· To coordinate, as appropriate, any multi-agency meetings arising from assessments
· Be the named point of contact to manage support and communication of all aspects of the early help offer

· To monitor any operational trends and escalate to develop a response
Support for Individuals
· Engage with individuals and families who have been identified as requiring support to motivate them to change their lifestyle. This will require engagement with people who have refused other services, understanding and empathising with the issues they face and working with them to a point where they recognise the need to change and are motivated to engage with services in order to do so.

· Undertake activities with individuals and/or family members which motivate change, engagement with other services and promote self management and reduction in dependency on services

-On a rota basis provide telephone and face to face support for customers to ensure they are able to access the Early Help Offer

- To complete Early Help assessments where required 

- To coordinate actions and chair meetings where there is no identified Universal service

           

	


	Standard Duties:

1. To actively promote the equalities and diversity agenda in the workplace and in service delivery.

2. To uphold and implement policies and procedures of the Council and Directorate including customer care, data protection, finance and health and safety policies.

3. To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures. 

4. Undertake any additional duties commensurate with the level of the post.




	Contacts:

Colleagues in a wide range of public and voluntary sector organisations, especially those delivering universal and early intervention services; Colleagues within the service; other employees of the Council and other Local Authorities.



	Relationship To Other Posts In The Department:

Responsible to:  Early Help Process Supervisor
Responsible for:  


	


	Special Conditions:

· Enhanced CRB Disclosure 



	
	DATE
	NAME
	POST TITLE

	Created
	September 2014 
	Liz Hume
Gerard Gudgion
	Strategic Change Manager – Public Service Reform
Service Change Manager – Public Service Reform

	Reviewed
	October 2014
	Debbie Holland
	Extended Services Manager

	Reviewed
	June 2018
	Debbie Holland
	Early Help Service Manager
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PERSON SPECIFICATION

Job Title:  Early Help Development Officer
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Qualified to NVQ level 3 with relevant work experience in a related field
Evidence of continued professional and personal development


	
	Certificate 

(to bring to interview)

AF / I / R

	Experience


	Experience of successfully negotiating with and influencing a wide range of individuals, services and organisations
Experience of giving advice and guidance to others, including staff of own and other organisations to ensure good levels of engagement
Experience of negotiating and challenging other professionals around good working practice

Experience of supporting and chairing multi-agency meetings

Experience of working directly with children young people and families to gain successful outcomes

Experience of working with directly with individuals and families who are reluctant to engage with services

Experience of supporting others through the development and implementation of new projects 

Experience of ensuring a wide range of individuals, services and organisations provide consistent and appropriate data and information to inform decisions
Experience of communicating complex information to a variety of audiences with different levels of understanding through a variety of media.
Experience of using Microsoft Office applications and producing reports and presentations (Word, Excel, PowerPoint, Project) and databases at a high level.
Experience of working within complex data sharing and data processing arrangements across a range of organisations
Experience of collecting, analysing and presenting information to inform decisions
Initiative to work within a framework of responsibility making decisions to prioritise competing demands and progress positive outcomes for families


	
	AF/I/R
AF/I/R
AF/I/R

AF/I/R

AF/I/R
AF/I/R
AF/I/R
AF/I/R

AF/I/R



	Skills & Abilities


	Negotiation and influencing skills to bring a wide range of people on board with a significant change programme
Highly developed ability to empathise with and motivate others to make changes in their lifestyle

Problem-solving skills to identify new ways of addressing operational problems, including evidence of having done this in previous roles.

Able to work with partners and other services and Local Authorities to develop joint solutions to problems

Ability to support others inside and outside own organisation through the change process and embed new working arrangements
Written communication skills to compile reports and presentations detailing complex information
Ability to meet tight (and sometimes competing) deadlines

Ability to organise and prioritise own workload to meet changing operational demands

Able to liaise with both customer agencies and provider agencies to help resolve issues and ensure day to day productive relationships

Ability to work directly with individuals and families to complete assessments, create action plans and deliver positive outcomes

	
	AF/I/R
AF/I/ R
AF/I/R

AF/I/R

AF/I/R
AF/I/R
AF/I/R

	Knowledge


	Understanding of a the differing operating practices across a range of different services and organisations. 

Understanding of data sharing legislation and how to apply it in practice.

Knowledge of project management and the different stages that make up this process

Knowledge of child protection procedures
Knowledge of adult protection procedures
	
	AF/I / R
AF/I/R

AF/I/R

AF/I/R

AF/I/R

AF/I/R

AF/I/R



	Work Circumstances


	Able to travel to different sites across the Borough 

Able to work outside of normal office hours on occasions (including evenings and weekends as necessary)
Ability to meet clients in a range of different places, including clients own home

Commitment to personal and professional development


	
	AF/I/R

AF/I/R

AF/I/R


Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

P = Presentation; R = References; P = Portfolio
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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