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Job Outline


	Post No. :
	2616
As per Vision HR system if existing post

	Post Title:
	Team Administrator (Safeguarding)

	Directorate:
	Children Services

	Division:
	Safeguarding, Quality and Review

	Section:
	Safeguarding Chair

	Reports To:
	Administration Officer 3895

	Location:
	Bickerstaffe House

	DBS Status:
	None

	Grade:
	D


	Role Purpose

	To provide an administrative service to the Safeguarding and Review team, being responsible for minute taking a range of Safeguarding meetings e.g. Child Protection Conferences.  The organisation and provision of information for internal and external customers, and the preparation and provision of information to inform management decision making.


	Main Duties and Responsibilities

	· To be responsible for taking and compiling highly accurate minutes for the Safeguarding Quality and Review Service, which may be used in legal proceedings e.g. Child Protection Conferences, People who Pose a Risk Strategy Meetings, Local Authority Designated Officer meetings.  The information heard in the meetings can be extremely disturbing.

· To scan, upload, embed and distribute password protected minutes and reports to attendees of meetings, including professionals, family members and legal representatives when necessary

· Update the Children’s Social Care database (Frameworki) after CP conferences, including placing children on or off Child Protection Plans

· To accurately update systems in relation to Missing from Home National Alerts, Transfer in/outs, removing children from plans due to being subject to Interim Care Orders or Interim Residence Orders

· To be responsible for an administrative duty system on a rota basis to send invitations to parents and professionals to upcoming conferences, rearrange conferences, to set up the workflow on Frameworki and to be responsible for the admin e-mail in-box

· To protect confidentiality, ensuring all information and data for service users is maintained to acceptable standards

· To be flexible, motivated and work to tight deadlines, targets and timescales

· To liaise with professionals from a range of different agencies on a daily basis

· Ensure that general office supply levels are maintained, and to order equipment and resources for the team

· To complete the administration for Child Protection checks for Section47 enquiries

· To undertake work within given parameters, ensuring correct procedures are followed and relevant formats used.

· To provide a high standard of customer service, including face-to-face reception duties and answering telephone enquiries.

· Assist with financial transactions for the team, including petty cash

· Ensuring Temporary Child Protection Plan processes are followed, including liaison with other Local Authorities

· Regular discussion with CP Chairs/IRO’s/Service Managers

· General day-to-day administration duties for holiday/sickness cover across the SQ&R Service



	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	· 5 GCSE’s or equivalent including English and Maths ( A* – C)

· Word processing (RSA 2 equivalent)

(Where qualifications not held skills to be tested at interview)

· Speed writing or shorthand

	E
D

D


	Knowledge, Skills and Experience 
Required
	Please mark which are Essential or Desirable 
	E/D

	· Demonstrable experience of working in an administrative environment and working with computerised data systems

· Proficient word processing and keyboard skills, including a working knowledge of relevant software packages – Microsoft Word, Excel, Outlook

· Understanding of data protection legislation

· To have a working knowledge of council policy and procedures

· Understanding of how to deal with clients, colleagues, and managers to required standards

· Understanding of how to effectively investigate records and data and answer queries

· Ability to prioritise workload and work under pressure

· Experience of minute taking or taking accurate notes for meetings

· To have a working knowledge of Council services and the service provided within Children’s Social Care and Safeguarding.

· Good team working skills

· Relevant experience of working within a multi-agency environment

· Ability to work on own initiative and to tight deadlines

Special Requirements and working conditions

The person appointed must be capable of working as part of a team, and maintaining a professional approach whilst working closely with multi-agency partners.  In addition, the appointee will encounter emotionally distressing material about children and young people’s lives.  It is likely that positive outcomes for all children will not be immediately or easily measurable.  The post holder must therefore be comfortable with emotive and highly confidential material, and be able to contain their anxiety, and to use supervision as an aid to coping with sensitive issues

	E
E

D

D

E

E

E

E

D

E

D

E

E




	Vision and Values

	Our Priorities

We have two priorities:

· Priority one - The economy: Maximising growth and opportunity across Blackpool

· Priority two - Communities: Creating stronger communities and increasing resilience

Our Values

· We are accountable for delivering on the promises we make and take responsibility for our actions and the outcomes achieved

· We are committed to being fair to people and treat everybody we meet with dignity and respect

· We take pride in delivering quality services that are community focussed and are based on listening carefully to what people need

· We act with integrity and we are trustworthy in all our dealings with people and we are open about the decisions we make and the services we offer

· We are compassionate, caring, hard-working and committed to delivering the best services that we can with a positive and collaborative attitude


	Equal Opportunities: 

We do our utmost to ensure that there is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.


