Children’s Links
Job Description

	1.  Job Details

	Job Title:
	C&F Assistant Coordinator

	Rank:
	Rank 5

	
Reports to (Title):

	Children and Families Manager

	Accountable for (Title):

	 Family Time Practitioners

	Location/Site/Base:

	Homeworking and Contact delivery location as agreed



	2.  Job Purpose

	To work as part of Children’s Links to support and deliver supervised child contact sessions




	3.  Role 

	The C&F Assistant Coordinator role is key in
· Operating supervised child contact centre/s
· Ensuring compliance with policies and procedures
· Providing effective reporting, monitoring, assessment and evaluation




	4. Minimum qualifications, knowledge, training and experience required for the post

	Educated to Degree level evidenced with a qualification or equivalent experience
3 years experience in 
· Working with children and families
· Writing reports
· Manage staff
· Oversee Quality Assurance of the service
· Managing staff
· Enhanced DBS required


	
5.  Duties

	1.
	Safeguard children, young people and adults - access the organisational policies and also the local safeguarding children arrangements.   


	2.
	Adhere to all organisational values, policies, procedures and guidelines – including confidentiality, complaints and lone working


	3.
	Support the risk assessment and processing of referrals 

	4.
	Carry out health and safety checks and risk assessments


	5.
	Support the family’s understanding of the process 


	6.
	Ensure that the child/young person’s safety and wellbeing are paramount at all times

	6.
	Communicate and engage with service users

	7.
	Facilitate and encourage positive interaction and support the family with the care of the child eg nappy changing or feeding


	8.
	Contribute to assessment and court reports as required


	9.
	Maintain accurate records and reports on pieces of work carried out

	10
	Provide line management for Family Time Practitioners

	11
	Review reports before submission to court and/or referral agencies

	12
	Carry out internal Quality Assurance of service 



	6. Skills Required for the Post

	Commitment to Children’s Links values
Communication skills 
Relationship skills
Organisational skills
Administration skills
Report writing skills
Management skills




	7. Responsibilities of the Post Holder

	Responsible for effective service delivery
Work requires discretion and judgement when dealing with families
Frequent contacts internally and externally




	8.  Freedom to Act

	Plans and arrange own work to meet set objectives
Work guided by general procedures and policies and regular contact with Children and Families Coordinator




	9.  Effort & Environment

	Physical effort / working conditions
The role location will vary and requires flexibility

Mental and Emotional effort
The families worked with can be vulnerable and need considerable emotional support. 
Reports need to be accurate and appropriately detailed
Need to have skills to make an assessment




	10.  Contract Specific Requirements

	
Comply with guidelines drawn up for each specific piece of work

Work with NACCC Supervised Child Contact Standards.

Enhanced DBS. 




I declare that I have read the Job Description and confirm that this is an accurate and fair description of the role.
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