
SEFTON COUNCIL


JOB DESCRIPTION



Department:	Communities					Location:	Agile

Section:	Community Safety & Engagement		Post No.	302134, 302135
		
Post:		Partnership Support Officer 			JE No:		A5030

Grade:		G

													 

Responsible to:	Community Safety and Engagement Business Support Coordinator 

Responsible for:	Administrative Assistant	
													 


JOB PURPOSE

To ensure that the Sefton’s Domestic Abuse Partnership Board and Sefton’s Community Safety Partnership - Safer Sefton Together Partnership are supported to deliver their statutory, strategic and assurance functions. 

· Support the administration and management of the Domestic Abuse Partnership Board meetings and associated sub groups.
· Support the coordination of actions and activities agreed at Safer Sefton Together Partnership meetings. 
· Support the coordination of information requested as part of the Domestic Homicide Review process.

MAIN GENERAL DUTIES

1. Be responsible for the planning, communication and co-ordination of activities for the Domestic Abuse Partnership Board ensuring circulation of meeting invitations, establishing meeting venues, recording accurate meeting notes and circulating these and meeting papers within agreed timescales.

2. Ensure meeting records, meeting papers and action trackers are kept in a systematic way and updated after each meeting as required. 

3. Maintain, develop and review Domestic Abuse Partnership Board and Safer Sefton Together Partnership paperwork on a regular basis, including Information Sharing Agreements and Terms of Reference.

4. Support the production of Sefton’s Domestic Abuse Strategy, the Safer Sefton Together community safety plan, the Domestic Abuse Partnership Board Annual Report and any other associated strategies/reports as required. 

5. Work in collaboration with the Safeguarding Board and Governance Manager to ensure the Adult Safeguarding Website is accurate and up-to-date, contributing to the development and improvement of systems by sharing ideas, identifying blocks and offering potential resolutions.

6. Assist in the collection of data and information from across the partnerships as required.

7. Assist with the management and coordination of financial budgets associated with the Domestic Abuse Board, the Safer Sefton Together Partnership and any other community safety related  activities.

8. Support the Locality Team Manager in managing the Domestic Homicide Review (DHR) process in relation to coordinating information requested from agencies to assist in decision making for DHR.

9. Respond to requests for information, enquiries, concerns and complaints from individuals and organisations in respect of the Domestic Abuse Partnership Board and Safer Sefton Together Partnership functions and advise the Manager promptly of actions taken.

10. Manage an Administrative Assistant who supports the delivery of community safety and engagement services and functions. 






SPECIAL CONDITIONS (if applicable)

The post holder may be expected to work across different Council buildings depending on the needs of the service and casual car allowance will be payable as appropriate.

Since confidential information is involved with the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information


GENERAL:

	This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

Note:  Where the post holder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.

The post is customer facing therefore you must have the ability to fulfil all spoken aspects of the role with confidence through the medium of English.

Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.



Prepared by:	Name:		Janette Maxwell

		Designation:	Locality Team Manager, Communities

		Date:		April 2023






SEFTON MBC	PERSON SPECIFICATION	
	DEPARTMENT 
	Communities
	JE Number
	A5030

	SECTION 	
	Community Safety and Engagement
	POST
	Partnership Support Officer

	POST NUMBER
	
	GRADE
	 G



	
Qualifications/Training
	Essential or Desirable Criteria
	How Assessed

	
1. Literate and numerate
	E
	AF

	Experience

	1. Experience of working in the field of domestic abuse and or community safety
	D
	AF/I/

	2. Experience of working with a range of agencies and professionals




	E
	AF/I/

	3. Experience of using IT systems to maintain accurate records 

	E
	AF/I

	4. Experience of dealing with multiple priorities and working to deadlines 
	E

	AF/I

	5. Experience of financial and meeting/partnership administration
	E
	AF/I

	6. Experience of managing staff, implementing work plans and conducting supervision sessions.
	D
	AF/I

	Knowledge Skills & Attributes

	1. Knowledge of current policy and legislation - in relation to domestic abuse, community safety and safeguarding  
	E
	AF/I

	2. Ability to communicate effectively with colleagues and partner agencies and present information to an audience with excellent interpersonal skills

	E
	AF/I

	3. Computer literate, particularly in Microsoft Word, Excel, PowerPoint and Outlook.

	E
	AF/I

	4. Ability to collate, analyse and present information in a range of styles to suit different audiences
	E
	AF/I

	5. Ability to demonstrate effective time management skills in prioritising, planning and organising workloads
	E
	AF/I

	6. Ability to scrutinise management information systems and implement improvements to working practices and develop solutions in partnership with stakeholders.
	E
	AF/I

	7. Ability to use initiative and judgement in dealing with colleagues and partner agencies
	E
	AF/I

	8. Ability to work in partnership and develop trust, respect and cooperation across a broad spectrum of partners

	E
	AF/I

	9. Effective team worker with the ability to support and motivate

	E
	AF/I

	10. Knowledge of information management and governance protocols including General Data Protection Principles

	E
	AF/I

	Other
	
	

	1. Ability to understand and demonstrate a commitment to equality and diversity
	E
	AF/I







	KEY
	AF
	Application Form

	
	I
	Interview

	
	C
	Certificate

	
	T
	Test

	
	P
	Presentation 




