Job description

	Job title: Personal Advisor
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	Department: Children’s Services
Service: Children in Care
Grade: F SCP 27-30
Post reference number: 12554

	

	1. Job purpose

To work as a Personal Advisor for young people who are in care and care leavers. To contribute to the assessment process and implementation of Pathway Planning for Children in Care and Care Leavers by offering direct support, advice, guidance and practical help. Post holders will carry case-holding responsibility as appropriate and support Children in Care and Care Leavers within and outside of the City Boundary. 



	

	2. Principal duties and responsibilities

	Specific:
1. To deliver positive outcomes for children in care and care leavers by providing advice (including practical advice) and support.
2. To ensure delivery of appropriate services through participation in assessment and preparation of pathway plans.
3. To participate in the review of the pathway plan.
4. To support the implementation of the pathway plan and ensure young people are prepared for adulthood transitions.
5. To coordinate how services are provided for the young person.
6. To keep informed about care leavers’ progress and wellbeing.
7. To keep full, accurate and up to date records of contacts with the care leaver and services provided in accordance with Departmental policy and procedures.
8. To promote the involvement of young people in planning and decision making. 
9. To maintain a caseload as directed and supervised by the Line Manager. 
10. To identify situations that require the input of a qualified worker and to seek advice and guidance when needed, in particular responding promptly to incidents that may have safeguarding implications. 
11. Retain responsibility for coordinating services to support financial capability and access income maintenance services.

Generic:

1. To make good use of the departments information systems, entering and recording information as required. 

2. To be a proactive and positive member of the team, contributing to a problem solving and teamwork approach. 

3. To work flexibly as a team member to develop the quality of our services, ensuring a child-centred approach. 

4. To contribute to the creation and maintenance of good working relationships at all levels with colleagues in partner agencies, local community groups in and out of the City Boundry and other City Council Departments, representing the team at inter-agency meetings as appropriate. 

5. To participate in individual supervision with the line manager, as well as undertaking appropriate training and developmental opportunities and attending team meetings as required. 

6. To demonstrate commitment and sensitivity to ensuring equality of opportunity in service delivery. 

7. To take reasonable care for own health and safety and that of other people, ensuring the implementation of appropriate procedures and practice. 

8. To attend departmental and inter-agency meetings as required.



	

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	


	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder:

	None

	

	7. Post holder’s immediate supervisor: Team Manager

	

	Prepared by/author: Lynn Pearce

Date: 20.06.2018

	Job title: Team Manager


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: 



	Department: Children’s Services
Service: Leaving Care Service
Grade: F SCP 27-30
Post reference number: 12554

	

	Areas of 

responsibility
	Requirements
	Measurement
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	E.g. Admin and IT Skills
	Ability to use a computer and information systems.
Able to record efficiently and to keep records up to date and produce concise, literate assessments, plans and reports.
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	Knowledge
	Knowledge of Childcare legislation, including Leaving Care and Unaccompanied Asylum Seeking Children  and homelessness.
 Commitment to child centred practice and understanding of child protection issues.
Sound understanding of human growth and development.
Ability to work with young people, care leavers and their carer’s.
Experience of work in a child care/adult setting.
To understand issues of safeguarding for children, young people and vulnerable adults.
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	Skills and Abilities
Interpersonal
	Ability to organise, prepare and run support groups.
To understand how to offer effective advice/support to children in care and care leavers.
Ability to work pro-actively in the attainment of good outcomes for children in care and care leavers.
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	Experience
	Ability to work to targets and timescales under pressure, and form positive working relationship and work co-operatively with other professionals, people in the community and young people.
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	Work to promote mutual respect and good relations
	Ability to demonstrate anti-oppressive practice in own work, including race, disability, sexuality and gender.
Able to provide a service to a diverse range of people to promote good relations and equality.
Able to work flexibly and collaboratively in a team.
Ability to use supervision appropriately.
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	Other

	Commitment to undertake further training and development as necessary, in order to enhance service delivery.
Willingness to work outside 'normal' office hours where necessary.
Ability to act independently when needed.
Honesty and Integrity
Willing to undergo an Enhanced CRB check
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	Work Related Circumstances


	Willingness to comply with the City Council’s non-smoking policy.

Possession of full driving licence, access to a vehicle   (utilising your own car you will need business insurance), expectation and willingness to travel both inside and outside the City Council boundary as required.
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	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Lynn Pearce

Date: 20.06.2018

	Job title: Team Manager.


4. All staff are expected to abide by the obligations set out in the Information Security Policy , IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 








