SEFTON CHILDREN’S SERVICES

SEFTON LOCAL SAFEGUARDING CHILDREN BOARD


JOB DESCRIPTION


Directorate:   		Children’s Services			Location:  Magdalen House

Department:   	Children’s Social Care (Safeguarding Partnership) 

Post No:          

Section:           	Sefton Safeguarding Children Partnership

Job Title:         	SSCP Business Support & Comms Officer.

SSCP Administrator and Communication Officer 

Grade              	G

Responsible to:  	SSCP Manager


JOB PURPOSE:  

To support and co-ordinate the activities of the Sefton Safeguarding Children Partnership (SSCP) to deliver its statutory, strategic and assurance functions. 

· Support the SSCP Manager and Business Unit Staff to build effective working relationships to ensure safe and effective safeguarding arrangements are delivered across Sefton. 
· Contribute to and promote a culture within the Business Unit to ensure that the SSCP delivers its functions in line with statutory guidance.

MAIN DUTIES

1. To co-ordinate and facilitate the governance subgroup structure of the SSCP ensuring that venues are booked in advance, dates are communicated with members and the agenda, and all relevant correspondence has been requested, collated and distributed to all member agencies.  

2. To support and assist subgroup chairs and all agencies in contributing and developing the agenda for SSCP subgroups.  

3. To take accurate minutes and maintain, monitor and update a clear action tracker of SSCP meetings and distribute to all member agencies.

4. To support participation and contribution in the coordination of requested information for submission in relation to Rapid Reviews and Local Child Safeguarding Practice Reviews (LCSPRs) to deliver within the statutory timescales liaising with all agency partners to receive contributions to reviews.  Collate received partner information and produce a multi-agency chronology and share with relevant agencies.  Develop and maintain a review tracker and ensure all action plans are updated accordingly.

5. Participate in the development and publication of the SSCP Annual Report and Strategic Plan to deliver within the necessary time scales to produce and receive information to contribute to the documents.  Liaise with the Council’s communication team in relation to digital design and publish and communicate completed documents.
 
6. To support the SSCP Manager and Business Unit staff to ensure they are effective in their roles.  

7. Be proficient in using IT packages ie. Microsoft Publisher, Forms, SWAY, LCS system, SSCP website platform, Audit website platform, Policy & Procedure website platform, Agresso (financial electronic system), Absence Monitoring system etc. 

8. To be responsible for developing and maintaining the SSCP independent website to ensure the Safeguarding Children information is accurate and up to date.  Develop and improve systems to ensure policies and procedures are regularly updated in line with current guidance.  Liaise with website provider on a regular basis and offer potential solutions to resolve any barriers.  

9. To be responsible for researching and identifying local issues/trends and communicating safeguarding children information/messages from the SSCP to develop to the wider workforce and community using social media, newsletters and briefings. 

10. Communicate across the partnership, best practice, learning from reviews, relevant and support tools to ensure learning is optimised to the children’s workforce in Sefton.

11. To research and develop and create a safeguarding children partnership informed SSCP quarterly newsletter and cascade to the children’s workforce.  Research and support development of regular 7 minute briefings and SWAY briefings on safeguarding children themes using a variety of IT packages and skills.  Publish and share documents to Sefton’s partnership frontline children’s workforce.

12. Develop, implement and maintain an electronic training calendar and booking system within the SSCP website.  Maintain regular monitoring of applications and associated administration of training courses, maintain agency attendance and issue certificates and associated training materials.  Liaise and communicate with delegates regarding training applications, attendance and queries.  Issue email communications to keep delegates up to date on training courses.

13. Produce accurate data and information on SSCP training activity in relation to courses delivered and agency attendance.  Coordinate the booking of training venues and associated requirements for all training courses.  Liaise with training facilitators to confirm training delivery and ensure their requirements and needs are met to ensure effective training delivery.  Develop promotional training flyers/ materials where appropriate.  Provide advice and information to partner agencies and delegates associated with training courses and processes.

14. Coordinate large scale workforce events including liaising with potential facilitators/ presenters, researching and coordinating venue booking and associated requirements.  Develop promotional flyers and coordinate any marketing or promotional materials/printing.  Coordinate bookings for such events.

15. Work closely with the SSCP Manager to maintain and monitor accurate records pertaining to the SSCP budget and produce budget statements for the SSCP Safeguarding Leads utilising information from the Council’s electronic system Agresso.  Liaise with the SSCP Finance Officer to ensure current and future funding meets requirements of SSCP.  Ensure requests for collection of annual financial contributions are completed using the Agresso system by raising relevant invoices. 

16. Process all relevant invoices received by the SSCP using the Council’s electronic financial on-line system and maintaining accurate monitoring records.

17. Participate and support the recruitment and interview process of a SSCP Apprentice Administrator.  Provide full induction, training and support for the Apprentice role.  Mentor and develop the skills of the Apprentice and oversee their day to day work activity.  Ensure the Apprentice has protected learning time to complete their qualification, attend reviews with their learning provider and attend Council’s apprentice network sessions.  Provide training to the Apprentice on all aspects of the administrative role and all IT systems used by SSCP eg. SSCP website editing, policy and procedure platform editing.  Promote Council vision and values.

18. Participate, develop and contribute to the Section 175 audit electronic platform providing updates and monitoring of the system.  Providing advice and information to schools regarding the requirements of the audit and supporting them to access the system and updating individual school details.

19. To develop and maintain electronic information storage and sharing systems and develop documents to record accurate information.  Ensure the business unit staff have access to shortage systems.  Maintain and monitor team generic email accounts to ensure all emails are responded to or signposted in a timely manner.

20. Support the SSCP Performance & Improvement Officer with the co-ordination of the SSCP multi-agency audit processes.

21.  Contribute to their own supervision and engage in continuous development through induction and CPD process to ensure effective performance. Keep up to date with national and local guidance and policy providing advice and support on developments in practice according to local and national issues and emerging trends.

22. To undertake any other duties, appropriate to the work and grade of the post, as may be directed from time to time in order to meet the exigencies of the service.

23. Communicate and liaise with senior officers of all levels across the partnership agencies to provide advice, support and guidance on the work of the SSCP, timescales, requirements and deadlines.  

24. Liaise and support subgroup chairs to provide updates on their subgroup activity to present to the Safeguarding Leads.  Issues timely requests for information by forward planning.  

25. Manage and communicate highly sensitive and confidential information, using secure mechanisms to communicate sensitive information within the partnership.

26.  Ensure that information data is lawfully gathered, accurate, up to date and only divulged in accordance with the Data Protection Act and the local government common law duty of confidentiality.
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OTHER

There is an expectation placed on all newly recruited employees to achieve the appropriate level of NVQ at the first possibly opportunity.


CONFIDENTIALITY

Since confidentiality information is involved, 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 reasonable 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 and Safety Policy, so fare 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 promote appropriate improvements where necessary.

This post is exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  You are therefore not entitled to withhold information about convictions which for any other purposes are ‘spent’ under the provisions of the Act and any failure to disclose such convictions could result in dismissal or disciplinary action by the Authority.  Any information given will be completely confidential and will be considered only in relation to the positions to which the Order applies.

Prepared by:                                   

Designation:                                    

Date:                                                

SEFTON METROPOLITAN BOROUGH COUNCIL
SEFTON LOCAL SAFEGUARDING CHILDREN BOARD
Person Specification
	Sefton Local Safeguarding Board Administration Officer

PERSON ATTRIBUTES REQUIRED
(on the basis of job outline)
	

Essential (E)
Desirable (D)

	QUALIFICATIONS

1. NVQ level 3 or equivalent e.g. Business Administration
2. Excellent numeracy, written and verbal skills.
3. Recognised financial or management training / qualification.

	

E
E
D

	EXPERIENCE

1. Working with spreadsheets.
2. Experience of compiling statistical information.
3. Working in a Social Care or equivalent agency.
4. Minute taking and co-ordination of meetings.
5. Use of IT, e-mail, Word and Internet.
6. Collating information and compiling report format.
7. Significant experience of utilising communicating methods electronically e.g. websites, online newsletter, social media.
8. Working in the area of Safeguarding Children

	

E
E
E
E
E
E

E 
D


	KNOWLEDGE SKILLS / ABILITIES

1. Awareness of Local Authority policies and procedures.
2. Proven IT skills.
3. Knowledge and understanding of current statutory guidance in relation to safeguarding children.      
4. Flexible approach to a work setting.
5. Ability to demonstrate high level of using own initiative
6. Ability to communicate effectively and present information to an audience, with excellent interpersonal skills
7. Ability to meet the demands of the service and produce work to a high standard within set timescales

	

E
E
E

E
E
E
E
E

	OTHER

1. A satisfactory level of attendance (all absences will be clarified and discussed further at interview).

Special Requirements

2. This post is registered as exempt from the Rehabilitation of Offenders Act 1974 and in accordance with the Police Act, the successful candidate must be able to obtain satisfactory standard criminal record disclosure in order to be appointed to the post.  In this respect a criminal record check will be undertaken prior to confirmation of appointment.
	


E








E
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