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Job Description
	
Job Title: Hub Coordinator


	POSCODE:


	Grade: SO1




Overall purpose of the job

Funding to support households across Cambridgeshire has been embedded in the Anti-Poverty Hub to support residents across Cambridgeshire who are in need of cost of living support.

The team of coordinators are expected to work in partnership with a range of services, provide appropriate information and advice and ensure the right offer of support is provided. 

Main accountabilities

Please list the accountabilities in descending order of priority.  Please include 6-9 accountabilities.  
	
	Main accountabilities

	1. 
	Service Delivery

 Undertaking conversations with households in the County that are facing cost of living pressures to enable a decision to be made as to the most appropriate service to respond to the needs identified. Providing advice and support to households that are in need. This may include having difficult and upsetting conversations surrounding the reality of what difficulties households are facing.

 To make decisions about requests of support, including processing applications and assessing the needs, based on the outcome of a conversation. This can result in households repeating applications, having challenging conversations, and using initiative to navigate complex situations and making difficult decisions to best support the household.

Working as a team to support complex cases and problem solve to provide effective outcomes to residents who are in need of support. This includes signposting residents to other services with specialities in/experience of/ skills in support for their specific needs.  

Being comfortable and confident in dealing with emotional conversations where people are facing hardship and isolation. Dealing appropriately to difficult and challenging conversations when decision making and managing expectations.  

Managing and supporting new colleagues that are joining the team, this will include supporting with training, providing shadowing, and assisting where necessary.

 

Escalate any concerns for personal safety or safeguarding etc. and raise  to the relevant service.

Developing processes and coordinating workflow for other Hub colleagues and redeployees to improve the service to make the process as accessible as possible.

Ensure relevant information is shared appropriately with consent and in line with appropriate Data Protection legislation.


	2. 
	Partnership working

Work in partnership with internal and external partners including districts, councillors and trusted groups to improve collaboration, co-ordination and support residents in Cambridgeshire. 

Ensure that information is shared with partners in accordance with the information sharing agreement.


	3. 
	IT & Administration

Maintain records by providing concise and accurate information about an individual’s circumstances and the support being offered to enable accurate and effective reporting. 

Completing Administration / Business Support functions, process development and management, telephony / call handling (paying particular attention to the emotional impact/nature of the work on self and callers).

Working with different systems, including updating CRM, Dashboard, Excel and others. Flagging any information that is out of date and ensuring that all our communications are up to date. 


	4. 



	Professional Development and Values 

Take responsibility for own professional development including keeping up to date with relevant legislation and information within the service, including the ever-changing national Covid guidance, policy and initiatives.

To establish rapport and a respectful relationship with colleagues, professionals and members of the public, in a fast paced and challenging environment.

Work in accordance with the Council’s Single Equality Strategy be committed to promoting fairness and equality of opportunity, and celebrating diversity for all people. 

To carry out all other related professional functions, including the protection of confidentiality, management of finances, record-keeping and time management. 

To attend and participate in appropriate training and development activities to enhance skills and knowledge.

To demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.  



Safeguarding commitment
We are committed to safeguarding and promoting the welfare of children and young people/adults at risk.  We require you to understand and demonstrate this commitment.

Person Specification
Qualifications, knowledge, skills and experience
Minimum level of qualifications required for this job - overseas equivalents will be recognised.  
(Please note for some roles you may be required to register with a professional body e.g. Social Work England that have specific rules in relation to overseas qualifications).  

	Qualifications Required
	
Subject
	
Essential/
Desirable

	A Levels/NVQ 3
	
	 
Desirable 

	NVQ Level 2 or GCSE equivalent, including  C in Maths and English or equivalent
	
	Essential

	Evidence of Continuous Professional Development
	
	Essential 


Minimum levels of knowledge, skills and experience required for this job
	Identify 
	Describe
	Essential/
Desirable

	Knowledge
	
	

	
	Knowledge and understanding of the Household Support Fund.

	Essential

	
	Knowledge and understanding of good customer care.
	Essential

	
	Knowledge and awareness of issues relating to communities from different backgrounds and with different needs.
	Essential

	
	Knowledge and understanding of the impacts of COVID-19 
	Essential 

	
	Knowledge of cost of living pressures that households are facing and basic knowledge of advice. 
	Desirable 

	Skills
	
	

	
	Ability to communicate effectively both in writing and verbally, with service users and colleagues.
	Essential

	
	Ability to work as part of a team, demonstrating a creative solution focussed approach to problem solving 
	Essential

	
	Ability to use a range of IT systems and input onto case records as needed
	Essential

	
	Ability to manipulate basic data using Excel, producing reports as needed 
	Desirable

	
	Ability to identify potential Safeguarding concerns.
	Essential

	
	Ability to manage potentially sensitive situations with service users around the collection of personal information and maintain high levels of confidentiality.
	Essential

	
	Ability to work at pace when required, maintaining high levels of accuracy in written work.
	Essential

	
	Ability to listen effectively and actively, leading to strengths based empathetic conversations
	Essential

	
	Demonstrates resilience in dealing with difficult and sensitive information and capacity to cope with high pressure situations.
	Desirable 

	Experience
	
	

	
	Experience of or understanding of working in a multi-agency environment to facilitate holistic support 
	Essential

	
	Experience of working with and supporting residents when they are struggling with the cost of living.
	

	Safeguarding
	
	

	
	Ability to work in a way that promotes the safety and well-being of children and young people/adults at risk.  
	Essential 

	
	Demonstrate understanding of and acceptance and commitment to the principles of human rights and equality and how they underpin practice. 
	Essential 



Disclosure level

	What disclosure level is required for this post?
	None
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