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Job description
Social Work Team Co-ordinator
· Grade:		S01
· Reports to:	Team Manager
· Direct reports:	None
· Your team:	Fostering and Permanence Teams
· Service area:	Childrens Services
· Directorate: 	Children and Young People

	Special requirements of the post 

	Workstyle: Desk-based worker (Lower presence, one day a week minimum)
· Colleagues who are not usually client or customer-facing and can mostly work anywhere with the right technology. Regular on-site activities are required such as team events and collaboration that are more productive face to face

	This post requires a DBS check at the appropriate level (Enhanced)

	This is a safety critical post and will be subject to the council’s drug and alcohol policy

	This post is subject to the council’s declaration of interest procedure


Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future. 
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 
Overview of the role
Islington’s Children’s Social Care is developing practice to help vulnerable children, young people and their families to make meaningful and sustainable change in their lives. We are transforming the way we offer help by using Motivational Social Work (MSW) as a foundational approach to practice, which is grounded in Motivational Interviewing (MI) principles. This means we are working more purposefully and collaboratively with our service users to help them achieve their goals.

A Social Work Coordinator (SWC) is a para-professional whose primary function is to provide enhanced administrative support in meeting the demands of frontline practice. This practical support is critical in ensuring the child and family social worker’s time is used to best effect in helping families to keep children safe. This requires a high level of understanding of a child and family social worker’s job in helping families to safeguard children.

SWC are the first point of contact for the team from other staff, service users and other professionals. As an experienced administrator the SWC is expected to anticipate the planning and preparation necessary ahead of the range of meetings that take place with families or other professionals. The SWC is also expected to help the social workers they support stay organised. They manage the team calendar, which shows all meetings for the team so they will be able to help social workers prioritise their tasks.

Child and family social work is dynamic and responsive to both the local and national landscape, and the SWC must also adapt to changes within the organisation. The SWC role, as with all other roles in the Service, should engage in continuous quality improvement by always looking for ways to improve the way we work to identify gaps in systems and make improvements that will increase added value to frontline practice.
Key responsibilities
Please list each key responsibility of the role (Maximum of 10-12 bullet points):
· Take responsibility for promoting and safeguarding the welfare of children and young person’s / vulnerable adults in the care of the service, including undertaking regular Child Protection training at a level commensurate with role.

· Create, maintain and improve administrative systems to enable the service to meet its aims of delivering a high quality service to children and families.

· Work pro-actively and co-operatively within the service to ensure that timely and accurate information about activity and performance is produced and collated as required and maintain statistical information to agreed deadlines and a high level of accuracy.

· Develop and maintain good working relationships with other teams within Children’s Social Care, other Council departments and clients referred to the service.

· Deal sensitively with enquiries or telephone messages, logging calls accurately and alerting social work staff or managers immediately to any issues requiring immediate attention.

· Use appropriate databases, Microsoft Office and other ICT systems to produce reports, spreadsheets and other documents as required supporting the service and assist others in the use of information technology systems when required.

· Follow guidelines to produce standard written or electronic responses to enquiries from family members or professionals to tight deadlines.

· Undertake support tasks on projects as required.
· Provide an effective diary-management function for social workers in order to effectively manage meetings, visits, etc.

· Undertake other duties commensurate to the grade of the post.
Compliance  
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.


Person specification
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position.
Essential and desirable criteria
Essential: the basic requirements that must be met for someone to be considered for a particular job. These criteria are mandatory and cannot be negotiated. Essential criteria directly impact the core qualifications or skills necessary to perform the job effectively.
Desirable: the additional qualities, skills, or qualifications that would be advantageous for a candidate to possess but are not mandatory. Not meeting them does not automatically disqualify someone from consideration for the job. This also allows candidates who do not possess certain desirable criteria the opportunity to explain how their other knowledge, experience and skills relate to these and what they may be in the process of doing or willing to do to achieve these.
Knowledge, experience, and skills 
	Point
	Criteria description
	Essential/desirable

	1
	Significant experience in an administrative role
	Essential

	2
	Experience of providing diary management support and minuting meetings to a good standard
	Essential

	3
	Educated to at least GCSE or equivalent with Pass in English language
	Essential

	4
	Experience of using Microsoft office applications, including Word, Excel and PowerPoint to an advanced level
	Essential

	5
	Displays an awareness, understanding and commitment to the protection and safeguarding of children and young people
	Essential

	6
	Knowledge and understanding of Children’s Social Care, and;
· London Child Protection Procedures
· Working Together to Safeguard Children
	Essential

	7
	Ability to work co-operatively and flexibly with others to deliver an effective support service by maintaining positive working relationships with staff and partner agencies
	Essential

	8
	Excellent organisational skills and experience of managing own workload, and effectively dealing with competing demands to meet deadlines
	Essential

	9
	Ability to create and maintain administrative systems for the effective collation and monitoring of performance information in a busy environment
	Essential

	10
	Excellent interpersonal, verbal, written, communication and presentation skills including the ability to explain complex information clearly and accurately
	Essential

	11
	
Ability to support and adapt to change effectively
	Essential

	12
	
Ability to pass a literacy test covering spelling and grammar
	Essential
















Our accreditations
[image: A group of logos with text

AI-generated content may be incorrect.] Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 
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