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This document is to be used in conjunction with the general role profile

	Directorate
	Children’s Services 

	Unit
	Early Help & Partners

	Job title
	Early Help Area Officer

	Role Profile Level 
	OS11

	Date
	July 2013

	Post Group Number 
	


Purpose 

To facilitate and support the widespread use of the Common Assessment Framework (CAF), to co-ordinate activity across partners to ensure CAF and the Threshold Document is embedded in practice, in order that Children & Young people can access the type and quality of help they need so that individual children who may benefit from early intervention services receive effective help
Key responsibilities 

1. Contribute to and support the development and delivery of the CAF Strategic Delivery Plan
2. Deliver an increase in the use of CAF across Districts working with District Delivery Groups (DDGs)
3. Support and coordinate key areas of work under the CAF Strategic Plan with relevant lead officers and key partners to ensure effective delivery.
4. To work closely with the Focus Family Team to ensure strategic links and a joined approach for Family Support.
5. Ensure compliance with any reporting deadlines, monitoring requirements or other control mechanisms including the management of identified risks.

6. Use appropriate tools and technology to ensure the CAF implementation is appropriately monitored and communicated.

7. As part of the Early Help Team, communicate appropriately with key stakeholders ensuring they are all kept suitably informed of progress and potential issues.

8. Liaise with external regulators and other agencies regarding the Early Help and CAF implementation as required
9. Lead on specific projects, monitor service delivery and make recommendations on service improvement in line with service needs, Directorate and national priorities and the requirements of the overall Partnership.

10. Write reports and deliver presentations to key stakeholders.

11. Provide advice, training and support about CAFs and the Threshold Guidance to managers and teams and partners to improve the services to ensure outcomes are achieved.

12. Collate information around the CAF Implementation and  write reports and briefings for senior managers, practitioners, regulators and partners - to influence and inform service delivery.

13. The post holder may be asked to undertake other duties outside of this description that are commensurate with their grade and experience.

Staff Management Responsibilities

None
Resources Responsible for

Developing/accessing the electronic CAF system to monitor the effective use of CAFs
Updating Project Plan

Training and Development materials

Presentation materials

Reports

Job Working Circumstances

Willing to travel within Cumbria and beyond.

A. Emotional Demands - normal

B. Physical Demands – normal 

C. Working Conditions – normal 

Collating complex and confidential information

Mental attention to report writing

Work is dispersed including office and other establishments

Collaborative working in multi agency partnership environments

Requires the ability to travel around the County to undertake duties

Person Specification

	Directorate
	Children’s Services 

	Unit
	Early Help & Partners

	Job title
	Early Help Area Officer

	Role Profile Level 
	OS4A (tbc)

	Date
	July 2013

	Post Group Number 
	


	
	Essential
	Desirable

	Part 1

	Qualifications

	NVQ Level 4 or general degree level qualification (or equivalent) 

Evidence of on-going professional development
	Prince 2 or other Project Management qualification

	Experience
	Significant experience of change programmes or improvement in a large and complex organisation or in partnership
	Experience of working in the public sector

	
	Extended experience of delivering large projects or programmes and achieving outcomes
	

	
	Significant experience of working with a range of senior managers, partners and members across a large organisation
	

	
	Experience of facilitating briefings and guidance.to a range of stakeholders
	

	
	Experience of taking complex information and condensing into an understandable format appropriate for different audiences
	

	Part 2
	
	Knowledge of local government decision making processes

	Knowledge
	Significant knowledge of CAF and Threshold Guidance. 
	Working knowledge of the principles of Information Sharing in partnerships, including the Data Protection Act 

	
	Knowledge of family support in Children’s Services and partner organisations eg, health, police, Job Centre Plus, Youth Offending, schools, Children Centres, DV,
	

	
	Significant knowledge of common computer-based applications (e.g. MS Office) 
	

	Skills /

Behaviours


	Excellent verbal and written communication skills and ability to present to a range of people at all levels
	

	
	Well-developed interpersonal skills with the ability to build strong relationships, challenge appropriately and secure buy-in
	

	
	Proven, demonstrable numeracy skills and ability to interpret and carry out in-depth analysis of complex data/information
	

	
	Well-developed planning skills with the ability to use own initiative to plan and manage own work programme
	

	
	Ability to travel across the County, regionally and nationally.
	

	
	Ability to work outside normal hours/evenings if needed
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