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SOCIAL CARE SERVICE
WREXHAM FAMILY INFORMATION SERVICE
JOB DESCRIPTION

Job Title:

Information Assistant

Salary:

Scale G05 

Hours of work:
37 per week
Reports to:
Assistant Team Manager for Wrexham Family Information Service (WFIS)
Job Purpose:
To assist in the delivery of a comprehensive information service to the public on all services provided for children and young people in Wrexham County Borough.

PRINCIPAL DUTIES AND RESPONSIBILITIES

1. To deal with enquiries from parents, carers, professionals and others on childcare and other services for children and young people in Wrexham County Borough.

2. To ensure that all enquiries are dealt with efficiently and effectively in accordance with WFIS policies and procedures.

3. To update information on the WFIS database and in the information files in accordance with the WFIS Information Strategy and the protocol between the Care Inspectorate Wales.
4. To ensure that service users have equality of access to the service and that the service offered is objective and impartial and that all enquiries are dealt with in confidence.  

5. To undertake administrative tasks as necessary.

6. To undertake any other reasonable tasks related to the aims and objectives of the service as required by the service’s management.
Person Specification
	Job Title
	Information Assistant

	Job Evaluation ID
	990

	Grade
	G05           


	Requirement
	Essential
	Desirable
	Measured by*

	Qualifications and experience
	
	
	

	Minimum of 5 GCSEs at Grade C or above (or equivalent)
	√
	
	C

	Customer service experience
	√
	
	F/I

	Specialist Knowledge
	
	
	

	Knowledge of the childcare sector and children’s issues
	
	√


	F/I

	Practical and Intellectual Skills
	
	
	

	Ability to communicate in Welsh
	
	√
	C/I

	Proficiency in the use of Microsoft Office applications and the Internet.
	√
	
	F/I

	Proficiency in the use of databases.
	√
	
	F/I

	Ability to work under pressure and meet deadlines
	√
	
	F/I

	Excellent administration and organisational skills
	√
	
	F/I

	Must be capable of working as part of a team and without direct supervision
	√
	
	F/I



	Aptitude for coping with new routines and procedures
	√
	
	F/I

	Personal Attributes
	
	
	

	Positive, enthusiastic and flexible personality
	√
	
	F/I

	Good interpersonal and communication skills
	√
	
	F/I

	Able to deal with distressing, contentious and sensitive issues
	√
	
	F/I

	Equality
	
	
	

	Knowledge of and commitment to Equality and Diversity
	√
	
	F/I

	Understanding of the importance of Welsh Language and Culture
	√
	
	F/I


*  Each of the requirements specified must be measurable.  Please indicate the approach that will be taken to assess whether applicants meet the requirements:

	F
	Job Application Form
	
	C
	Certificate of Qualification

	I
	Interview
	
	T
	Test


