EXETER COMMUNITY INITIATIVES

FLYING START CHILDREN’S CENTRE

JOB DESCRIPTION (revised draft as at 11.02.10)

Job Title: 

Family Support Work Manager (Maternity Leave)
Salary: 

NJC Scale Point 31
Responsible To: 
The Core Offer Monitoring Group (COMG) through the Centre Manager

Hours:
18 hours per week
Background Information:

The Flying Start Children’s Centre is part of the second phase of development of Children’s Centres within Devon. It covers five wards within Exeter: St David’s; St James; Newtown, St Leonard’s, and Duryard. Like all Children’s Centres it aims to improve outcomes for children 0- 5 by giving them the best start in life through providing a range of services and a level of support that are based on the five outcomes of the Every Child Matters Framework.

In the Central area, there are a network of services rather than a dedicated centre, with the centre acting as a gateway to services for families with children aged 0 – 5.  Key elements of our service are:

· The provision of good information for parents on what services and activities there are in the area

· The involvement of parents in the development of the service, balancing what makes sense locally with meeting professional requirements and working within the constraints of the budget

· The building and maintenance of close working arrangements between all statutory, voluntary and private providers. Ensuring that services are developing integrated working practices

· Creating a sense of coherence for the central area whilst supporting and maintaining the individual services and identities of all the providers

Main Purpose of the Post:

The Family Support Work Manager’s role is to manage the Centre’s Family Support Work, including responsibility for day-to-day supervision of the Family Support Work staff, and deputise in the absence of the Centre Manager.

 Major Tasks:

1. To promote and co-ordinate the Family Support Work

2. To provide day-to-day supervision of the Family Support Work staff

3.  
To deputise in the absence of the Centre Manager and carry out other appropriate management tasks
Specific Tasks will include:

1.
To promote and co-ordinate the Family Support Work

· Promote the Family Support Work to potential referral agencies, and liaise with them as appropriate 
· Allocate cases to Family Support Workers, and ensure the allocation list is up-to-date 

· Ensure that staff maintain appropriate files and other records on Family Support Work cases, and comply with necessary monitoring requirements

· Ensure cases are closed when appropriate.

2.
To provide day-to-day supervision of the Family Support Work staff

· Provide structured supervision for Family Support Staff in line with ECI’s supervision policy (formal line management of staff will remain with the Centre Manager)

· Supervise assessments and activity plans
· Supervise staff to complete CAFs
· Maintain an overview of Family Support Worker’s case review meetings, and provide appropriate support with these
· Ensure safe working practice is observed by Family Support Staff
3.  
To deputise in the absence of the Centre Manager and carry out other appropriate management tasks
· Deputise as appropriate in the absence of the Manager, including dealing with staffing issues, providing support/advice to other staff, representing the Manager at internal and external meetings, etc 

· Supervise other members of the Children’s Centre staff as agreed

· Contribute to the development and implementation of policy for the Centre
· Keep abreast of key developments/issues arising within the Centre as a whole

· Attend meetings of COMG or other sub-groups as appropriate

4.
To carry out other tasks as necessary

· Attend meetings with other staff as necessary

· Attend regular meetings with the Centre Manager for line management and supervision purposes

· Attend appropriate training events as identified in consultation with the line manager

· Represent the organisation on appropriate outside bodies, networks and working groups

· Maintain appropriate record-keeping and reporting systems to provide information for the COMG, County Council, funders, staff, volunteers and other stakeholders

· Work to promote and maintain the values and ethos of the organisation as a whole

· Carry out other tasks and duties as may be necessary to ensure the Centre’s smooth running
PERSON SPECIFICATION

Essential Skills, Experience and Qualities:

· A relevant professional qualification, e.g. DipSW
· A proven track record, and experience, of working with Children and Families with complex needs
· Experience of inter-agency work

· Knowledge of the needs and development of children

· Knowledge of child protection procedures and the demonstrated ability to make appropriate referrals to social services and other agencies appropriately
· A clear understanding of the factors which contribute to social exclusion for people

· Excellent inter-personal and communication skills, both written and oral

· IT literate

· Demonstrable assessment skills and the ability to recognise good practice.
· Ability to work flexibly, both as part of a team and on own initiative

· Presentation skills and the ability to promote Family Support Work to partner agencies
· Commitment to parental involvement in service development

· Commitment to Equal Opportunities policy and practice and to working within the aims and ethos of the organization
Desirable Skills, Experience and Qualities:
· Experience of supervising staff and/or volunteers including providing formal supervision sessions
· Experience of working to a non-executive/voluntary sector management committee

· Knowledge of statutory, private, voluntary and community groups

· Training and facilitation skills particularly in relation to parenting

· Ability to work flexible hours, including occasional evenings and weekends

TERMS AND CONDITIONS

· NJC Scale Point 31
· 18 hours per week, to be worked flexibly in conjunction with other Children’s Centre staff 
· Short-term contract for between 6 and 12 months, subject to a two month probationary period

· 25 days holiday plus bank holidays with 1 extra day for each full year of service up to a maximum of 30 days
· A Group Personal Pension Scheme is available after three months of service with a 5% contribution from the employer, provided it is matched by a minimum of 3% from the employee

· Expenses will be paid in accordance with current ECI policy

· The postholder will have substantial access to vulnerable people and therefore any appointment will be subject to a satisfactory Criminal Records Bureau check

