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Job Description
Job Title: Early Help Information & Advice Officer

Job number

Grade 501

“This position i located within the Integrated Front Door and the post holder will be expected to
‘workin partnership with 2 wide range of professionals from other agencies including the police,
health, education and voluntary organisations.

‘They will gather information to ensure that services provided are targeted to mest identified
needs t the eariiest opportunity to reduce demand on more specialst services

To provide advice and guidance to professionals about appropriate services to meet nesds
identified, the Early help assessment, plan and review process and track progress.

Main accountabiliies

Wain accountabilities
1| Service Delivery.

Undertake research with family members and/or professionals to enable a decision to
be made as to the most appropriate service to respond to the needs identified.

Provide advice and information to professionals about about the Early Help process,
resources and services that will mest the needs of children and familes

Ensure that the Early Help Hub team have up to date knowledge of resources and
provision available for children and families across the county with a specific focus on
one district

Inform professionals of the name of the Lead professional and broker the identification
of a Lead Professional when there is not one available

To collate information to enable Troubled Families programme to be audited and to
enable appropriate claims to be made

Champion and promote the implementation of an Early Help assessment and referral
tool across children's’ workforce supporting practitioners to understand when to initiate
an Early Help assessment

To identify risk, protective factors and raise any safeguarding concerns with the EH HUB
Team Manager.
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Ensure relevant information is shared appropriately with consent and in line with
appropriate Data Protection legislation.

Work in partnership with internal and external partners to improve collaboration, co-
ordination and support within a multi-agency environment.

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

T and administration

‘Track and monitor the Early help assessment, plan and review processis up to the point
of closure, providing advice and guidance as required.

Maintain records by providing concise and accurate information about an individual's
circumstances.

Professional Development and Values

Take responsibility for own professional development including keeping up to date with
relevant legislation and information within the service.

To establish rapport and a respectful, relationship with colleagues, professionals and
members of the public.

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

To camy 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 activties to enhance
skills and knowledge.

“Any Other Duties

‘The post holder may be required to carry out other duties and responsibilities, which
arise from the nature and character of the post within the department (or section)
mentioned above or in a comparable post in any of the Councif's other sections or
departments
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Person Specification

Qualifications, l and experience

Minimum level of qualfications required for this job.

Qualifications Required Subject Essential/
[Desirable
Alevels/Nvas Ipesirable
Essential

NVQLevel 2 or GCSE
equivalent, including Cin
Maths and English or

equivalent
[Essential
Evidence of Continuous
Professional Development
Essential/
Identify Describe Desirable
Knowledge
Knowledge and understanding of early help services and | Essential
guidance relating to the work of the team.
Essential
Knowledge and understanding of good customer care.
Knowledge and awareness of issues relating to Essential
communities from different racial and cultural
backgrounds.
Knowledge and understanding of the needs of children | Essential
and families including child development.
Skl
Essential
Ability to communicate effectively both in writing and
verbally, with service users and colleagues.
‘Ability to work 2s part of a team, demonstrating 2 Essential
creative solution focussed approach to problem solving
Essential

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

Ability to manipulate basic data and Excel, producing
reports as needed

‘Ability to identify potential Safeguarding concerns. Essential

‘Ability to manage potentially sensitive situations with | Essential
Service users around the collection of personal
information and maintain high levels of confidentialiy.

‘Ability o work at pace when required, maintaining high | Essential
levels of accuracy in written work

Desirable

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

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

Safeguarding
‘Ability to work in @ way that promotes the safetyand | Essential
well-being of children and young people/vulnerable:
adults.

Demonsirate understanding of and acceptance and Essential

commitment to the principles of human rights and
equality and how they underpin practice.

Disclosure level

‘What disclosure level i required for this None Standard
post?

Enhanced Enhanced with barred
st checks

Work type

‘What work type does this role fit into? Fixed | Fleble | Field Home





