
Job Description

	Job Title:       Assistant Manager – Supervised family time 

	Job number: 1798

	Grade:           P2



Overall purpose of the job

The purpose of the role of Assistant Manager is to assist the Manager in the efficient and effective operation of the Supervised Family time  Service in Cambridgeshire, responding to the needs of looked after children and their families to have meaningful contact with each other and fulfilling the local authority statutory duty to assess, supervise and support children’s contact with their relatives in order to promote positive outcomes as outlined by regulation and statutory guidance  

The Assistant Manager role assists the Service Manager in providing management oversight of the service, including out of hours and weekends. The service operates 7 days a week. Therefore this results in a level of managing risk and ensuring the safe and effective delivery of service, certainly outside of office hours. 

On a daily basis the Assistant Service Manager is required to undertake professional supervision and management of staff, some of whom are engaged on a relief basis.  They also provide advice and make casework decisions around the support and implementation of contact that may affect the trajectory of a child’s life. The postholder also assists in the development of practice and the management of performance within the team.


Main accountabilities

	
	Main accountabilities

	1
	Risk Management 
· To ensure that statutory obligations are undertaken in accordance with legislation and department police and procedures. 
· To ensure that supervisees and their activities are fully in compliance with legislation and CCC polices and guidance 
· Participate in the out of hours management cover arrangements on a rota basis which may include 7 days a week. 
· Be a confident and consistent Line Manager, in the management of risk, advising others when required (both internal to Children’s Social Care and partner agencies), certainly when on call / out of normal working hours 
· Assisting the Manager in maintaining thresholds within the service and the principles underpinning the Social Work Working for Families model. 
· Be able to work across any function area in the management of risk and provide advice to practitioners and Heads of Service out of hours with regards to children at risk of significant harm or in need of protection 
· To advise on and make decisions in respect of serious or highly complex cases and escalate as required any cases that require oversight of the manager. 
· To represent the department in Court hearings as required should the service be needed to give evidence. 
· To ensure appropriate security and confidentiality of all information in relation to children and any other business of the service 
· To ensure during any intervention provided that Risk is monitored, evaluated and managed accordingly.
· Provide management oversight and availability in the Service Manager’s absence.
· To assist the Manager in actively modelling a robust commitment to safeguarding and promoting the welfare of children and young people and developing a culture of safe working practices.

	2
	Leadership and Management (People management)
· Develop, motivate and empower supervisees to maximise their skills and experience in meeting a range of responsibilities 
· Assist the Service Manager in the planning, allocating and reviewing of the work within the team, ensuring the effective delivery of intervention in line with the agreed policies and procedures and in a manner which meets the identified needs of children.
· To provide structured and unstructured supervision
· To prioritise and participate in allocation meetings, where all case work is considered and new referrals are appropriately allocated, ensuring high risk priority cases take precedence. 
· To actively promote and encourage high levels of performance, primarily within their supervisory group, as well as across the team. 
· Promote the values and characteristics at a team and individual level that will contribute to the development of an appropriately skilled workforce
· Address poor performance in accordance to CCC policies and procedures 
· Undertake and document that a full induction programme has been undertaken with all new staff.
· Work closely with units to ensure the provision of high quality interventions, sharing expertise and specialism.  
· Support the effective management of change within the Service.
· Undertake practice development initiatives to ensure a confident and professional workforce 
· Complete the appraisal of staff performance and feed into the decision making of performance related pay.
· Role model good information exchange by establishing good relationships and communication mechanisms both internally and with external partners.
· Provide appropriate supervision, performance management, support, advice, guidance and learning opportunities enabling supervisees to acquire new skills and experiences to deliver high quality services.
· To provide appropriate guidance and support to supervisees in casework planning, Child Protection work and Legal Proceedings, so that case management is effective and complies with departmental standards, policies and procedures.
· To assist supervisees in managing complex and contentious Case Management issues, so that positive and timely action may be taken, and escalate to the Manager where necessary.


	3
	Service Delivery – Promoting life chances and choice 
· Ensure the service is delivered to promote the overall welfare and safeguarding of children, young people, carers and the wider community through the reduction of risk. 
· To participate and feed into all reviews and support the development of the service to meet the needs of Children, Families and Adults through internal audits and family and child feedback. 
· To develop a team where by a learning culture is developed and expanded upon. 
· Participate in the recruitment and retention of staff.
· Ensure that the systems for the prioritisation, management and throughput of casework within the team is undertaken.
· Assist in ensuring the delivery of a service that meets the requirements of the Children Act and related legislation and Council standards and objectives set.  
· Assist in providing safe service delivery, including out of hours. 
· Highlight any capacity issues within the team to the Service Manager, to ensure that risk is managed at all times.  
· To assist the Service Manager in the efficient and effective operation of the service.  Challenging the services provided to ensure they are of a high standard and consistent with the priorities of the Department. 
· Maintain records in accordance with Departmental and Service policies, procedures and guidance.  
· Attend appropriate meetings, looked after children reviews, planning meetings, core groups. 
· Assist in ensuring the development and use of evidenced based intervention tools and strategies to promote health, education and social life chances to children, young people and their families.


	4
	Strategy and Partnership 
· Contribute and fulfil the service goals set out by the Manager.
· Support and assist in the implementation of new policy and procedure in response to changing statutory guidance, local policies and the needs of children and their families in Cambridgeshire, 
· Maintain a detailed working knowledge of legislative and statutory frameworks ensuring service delivery meets requirements. 
· To contribute to the development and implementation of the Council’s overarching strategy for children and families in need in consultation with partner agencies 
· Actively establish, develop and maintain professional relationships with key partner agencies, i.e. police, schools, health and voluntary organisations to ensure effective partnership working arrangements and promote positive outcomes for children and families 
· Utilise partnership working to identify alternative and viable resources within local communities. 


	5
	Performance Management  
· Monitor and develop individual performance, addressing any underperformance / conduct issues.
· Promote and role model the contact service operational systems to ensure supervisees follow policies and procedure.
· To undertake regular reviews and audits of cases to ensure safe, effective and efficient practice.
· Support the Service Manager maintaining financial control and report any concerns to the Manager. 
· Ensure effective performance management through appraisals, supervision and staff development 
· Promote and role model the Service practice standards, expectations and timescales establishing clear lines of accountability, building trust, good morale and teamwork
· Feed into the performance data used to complete the performance reports.
· To contribute to HR strategy by implementing, monitoring, measuring and reporting on HR issues, i.e. sickness and absence reporting
· Ensuring staff are aware of and delivery on non-discriminatory practice 


	6 
	Budget Management and Resource Allocation 
· Support the Manager in the effective use of the budget to avoid overspend 
· Ensure resources are allocated to areas of need and provide robust quality assurance for all budgets associated with service delivery
· Highlight any concerns regarding budget spend to the Manager.



Person Specification
Qualifications, knowledge, skills and experience

Minimum level of qualifications required for this job
	Qualifications Required
	
Subject
	
Essential/
Desirable

	Degree or equivalent qualification in social work 

Up-to-date CPD record

Current SW England registration
 
	
	Essential 

	Management Qualification 
	
	Desirable 



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

	Knowledge
	
	

	
	· Post qualification experience in a relevant field (e.g. social work, Youth Work, Connexions, Attendance, Early Years, Parenting support or Behaviour management)
· Completion of comprehensive risk assessments in children’s work.
· Understanding of Looked After Children legislative and practice procedures.
· Understanding of Court work procedures.
· Understanding of child development.
· Understanding the impact of child abuse.
· Experience of working with and maintaining good professional relationships with partner agencies.
· Demonstrate understanding of the law relating to children’s Social Care including the Children’s Act 1989/2004 and related acts.

	Essential

	
	· Experience of providing casework supervision to team members and monitoring their practice.
· Proven experience of leading and supervising a professional team.
· Experience of working with children living away from parents.

	Desirable

	Skills
	
	

	
	Able to demonstrate effective:
· Organisational and work planning skills.
· Oral and written communication skills.
· Negotiation skills.
· Ability to analyse problems and provide solutions.
· Deployment of staff.
· Ability to ensure team workload is managed within timescales in order to deliver quality work.
· Commitment to safeguarding children and young people.
· Ability to produce, manage and maintain accurate and well written reports.
· Ability to listen to children and young people and to communicate effectively with young people.
· Ability to utilise IT systems.

	Essential

	Circumstances
	
	

	
	· Ability to travel throughout the County
· Able and willing to work flexible hours including evenings and weekends

	Essential





Disclosure level

	What disclosure level is required for this post?
	Enhanced with barred list checks




Work type

	What work type does this role fit into? 
	Flexible	




4
