ID2122 Prevention Services Support Officer

WREXHAM COUNTY BOROUGH COUNCIL
JOB DESCRIPTION
DETAILS OF THE JOB
	JOB TITLE 
	Prevention Services Support Officer

	DEPARTMENT
	Social Care 

	SERVICE/TEAM
	Families First / WFIS / Childcare Team  

	REPORTS TO 
	Prevention & Service Development Team Manager or Assistant Team Manager  

	WORKBASE LOCATION 
	Crown Buildings / Home based  

	GRADE 
	G05

	

	IS WELSH ESSENTIAL or DESIRABLE FOR THE JOB (See Vacancy Management Form) - Criteria:

	Please indicate as appropriate - Insert a Yes (essential) or No (desirable) 

	The post needs to assist Welsh speakers – internal employees and/or service users.
	No

	Is this a post in which contact with the public is its primary function (external)?
	No

	Is this a post providing a public service in a Welsh language community or will serve a Welsh speaking area (Rhos/Ponciau, Glyn Ceiriog, Ceiriog Valley, Coedpoeth, Penycae)?
	No

	DOES THE POST REQUIRE A DBS/BARRED LIST CHECK?
	No

	VERSION CONTROL 
	15.09.21 minor amendment June 2022


SECTION 1: JOB PURPOSE
	The purpose of this role is to support the Prevention and Service Development Team through finance monitoring, supporting specific projects and through maintaining project data including participant data. 


SECTION 2: DIMENSIONS
	The post holder will support a variety of projects, services and business areas supporting children and families. The post holder has responsibility for the project data, which includes personal information for the parents and children being supported, in both electronic and paper format.  It is the post holder’s responsibility to ensure that this confidential material is processed and stored securely and cannot be accessed by unauthorised persons. The post holder is responsible for ensuring that office procedures are adhered to with regards to GDPR and confidentiality.
As the projects deal with many vulnerable families the post holder is required to be alert to any safeguarding concerns about children or adults and raise these concerns in accordance with safeguarding policy.

The post holder is required to 
· Provide all aspects of administrative and project support for relevant services / business areas to succeed

· Process purchase orders for goods and services ensuring that project funding, procurement and audit criteria on expenditure are met.


SECTION 3: PRINCIPAL DUTIES AND RESPONSIBILITIES
	NO.
	Description of Principal Duty or Responsibility
	APPROX % Time on each (min 5%)

	1
	To support the Families First / WFIS / Childcare / Service Development Teams with undertaking research, data capture, financial monitoring and reporting duties and provide monthly, quarterly and annual monitoring information as instructed by officers and in support of project claims and future project development.
	20

	2
	To receive referrals for disability respite and childcare placements and applications to other funding panels and to prepare all necessary papers for these Panels. To make all necessary arrangements for these panels and to manage all reports and reviews of respite and childcare placements for children and other funding awards.
	10

	3
	To answer, process and refer appropriately, enquiries from parents, carers and professionals contacting the project by telephone, email/social media or in person.
	5

	4
	To manage and maintain the project and participants’ databases and associated electronic files and ensure that accurate information is available as and when required by officers and/or funders to support the conditions of grant and audit requirements.
	15

	5
	To undertake budget monitoring duties and provide monthly and quarterly budget monitoring information to support the conditions of grants, performance and audit requirements.
	10

	6
	To undertake research into disability and other training opportunities for providers of services for children and families, including childcare providers and develop a training programme for childcare providers on a rolling basis.
	5

	7
	To ensure that robust monitoring and evaluation procedures are implemented and to assist with the development and implementation of effective project management and performance measurement.
	10

	8
	 To produce monitoring reports on the projects to meet funding/audit requirements and to inform the planning and development of projects for children, young people and their families in Wrexham County Borough.
	10

	9
	To manage and process purchase orders and process payments through the Purchase card when required.
	10

	10
	To organise respite and childcare placements for parents of children with disabilities and additional needs.
	5

	11
	To undertake such other related duties commensurate with the level of responsibility and remuneration of the post that may be assigned by the line manager.
	

	12
	All employees working with children and or vulnerable adults have a responsibility to promote the welfare of children and vulnerable adults during the course of their work.
	


SECTION 4: CONTEXT STATEMENT
	The Prevention and Service Development Team is part-funded by the Welsh Government and provides a range of services for children, young people and parents living in Wrexham.  Prevention and Service Development Team is designed to help develop and improve service provision to support the achievement of outcomes for children, young people and families. It places an emphasis on early intervention, prevention, and providing support for whole families to help promote health, wellbeing and resilience. 


SECTION 5: CONTACTS 
	Outline the job title of the contact and organisation with whom the contact is based with.
	Describe fully the nature of the interaction with contact, including the most extensive skill, accountability, decision making expected. Outline the approximate frequency of contact.
	Internal Contact or External Contact 

	Prevention and Service Development Team
	Day to day work supporting the programme. 

Liaison over provision by email and phone. 
	Internal

	Prevention and Service Development Team staff 
	Liaison over provision by email and phone.

Daily - providing support, reporting, communication, monitoring. 
	Internal

	Families First / WFIS / Childcare Organisations  
	Receive referrals and make enquiries where information is missing. 

Communicate the decision of funding panels.

Receive and verify data.
	Internal and External

	Other professionals – health visitors, childcare staff etc 
	Receive referrals and make enquiries where information is missing. 

Communicate the decision of funding panels.

Receive and verify data.
	External


Standard Job Description Clauses for all posts: 

Job Evaluation:  This job description has been compiled to support the job evaluation process. The Council has adopted the GLPC Job Evaluation Scheme as from 2007.

Other Duties:  The duties and responsibilities in this job description are not exhaustive.  The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post.  Duties and responsibilities outside the general scope of this grade of post will be with consent of the post holder. 

Review:  This is a description of the job as it is presently constituted.  It is the Council’s practice to periodically examine job descriptions and update them to ensure they accurately reflect the job required to be performed or to incorporate proposed changes.  The post holder will be consulted upon and all employees are expected to participate fully in such discussions.  It is the Council's aim to reach agreement on reasonable change, but if agreement is not possible, the Council reserves the right to insist on changes to the job description after consultation with the individual concerned. 

1 - Standard Job Description Clauses for employee posts: 

Equal Opportunities:  The post holder is required to carry out the duties in accordance with the Council’s Equal Opportunities Policies.

Health and Safety:  The post holder is required to carry out duties in accordance with the Council’s Health and Safety policies and procedures.

Training:  The post holder is required to carry out duties in accordance with the Council’s Training and Appraisal policies and procedures.

Council Policies:  The post holder is required to carry out duties in accordance with the Council’s policies and procedures, in particular data protection, confidentiality, ICT, code of conduct, employee handbook and customer care.  Further information / advice is available from Human Resources and copies of these documents can also be found on the Intranet.

Review:  This is a description of the job as it is presently constituted.  It is the Council’s practice to periodically examine job descriptions and update them to ensure they accurately reflect the job required to be performed or to incorporate proposed changes.  The post holder will be consulted upon and all employees are expected to participate fully in such discussions.  It is the Council's aim to reach agreement on reasonable change, but if agreement is not possible, the Council reserves the right to insist on changes to the job description after consultation with the individual concerned. 
Safeguarding: All employees working with children and or vulnerable adults have a responsibility to promote the welfare of children and vulnerable adults during the course of their work. 
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PERSON SPECIFICATION
	Job Title
	Prevention Services Support Officer

	Job Evaluation ID
	ID2122

	Grade
	G05


	Requirement
	Essential
	Desirable
	Measured by*

	Qualifications
	
	
	

	QCF Level 3 in Childcare Learning and Development, AAT Advanced Diploma In Accounting, Level 3, Level 3 NVQ Certificate/Diploma in Business and Administration, ECDL advanced (level 3)  or equivalent 
	(
	
	C/F

	Specialist Knowledge
	
	
	

	A good knowledge of Microsoft Office packages (word, spreadsheets, Power Point)
	(
	
	F/I

	Good knowledge of Zoom, Microsoft Teams, email, Outlook
	(
	
	F/I

	Good understanding of Research Methods and their application
	(
	
	F/I

	Good analytical skills
	(
	
	F/I

	Understanding of the early years and childcare sector
	
	(
	F/I

	Understanding  of monitoring and performance principles
	(
	
	F/I

	Knowledge of GDPR and confidentiality
	(
	
	

	Practical and Intellectual Skills
	
	
	

	Ability to communicate in Welsh
	
	(
	C/I

	Excellent organisational skills
	(
	
	F/I

	Ability to work with a wide variety of teams and agencies 
	(
	
	F/I

	Ability to work as part of a team and on own initiative
	(
	
	F/I

	Ability to work accurately, to prioritise, to work under pressure and to meet deadlines
	(
	
	F/I

	Good organisational skills showing adaptability and creativity
	(
	
	F/I

	Confidence to work in a variety of situations and at several organisational levels
	(
	
	F/I

	Personal Attributes
	
	
	

	Flexible in approach to work 
	
	
	

	Positive, enthusiastic personality
	(
	
	F/I

	Good interpersonal and communication skills
	(
	
	F/I

	Personal Circumstances
	
	
	

	Ability to travel across the County Borough to carry out work (e.g. attend meetings / visit clients or work sites)
	(
	
	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
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