City of Wolverhampton Council

Job Description
	Job Title:


	Universal Services Practitioner

	Service Group:


	Children & Young People 

	Department/Team:


	Early Intervention 0 - 18

	Location:


	Any suitable base across Wolverhampton

	Workstyle:


	Flexible

	Grade :


	4 

	Job Class:


	
	Number of posts:
	

	Disclosure and Barring Clearance: 
	This post is subject to a satisfactory Disclosure and Barring Service (DBS) check.


	Special Conditions: 

Subject to the requirements of the service, and following appropriate local consultation processes, the working week of individual employees may be arranged over a 7 day period, including weekends, providing that the employees’ average core hours over a pre-determined reference period does not exceed 37 hours. 

The standard working week shall remain at 37 hours where hours worked are not in excess of 37 hours. 

Job Purpose: 
To provide a supporting role in ensuring City of Wolverhampton Council meets its statutory duties under the Childcare Act 2006

To provide advice and guidance to customers with the aim of supporting them in being effective parents
To play a key role in achieving the overarching aim of improving outcomes for all children but providing a specific focus on those children and families living in the most disadvantaged areas and the rest

To engage with and support families to access appropriate services ensuring we are narrowing the gap in achievement



	Key Contacts in Organisation:  
Reports to: Parent Champion and Community Engagement Manager
Number supervised: 0
Main contacts:  Council Employees, External Partners, Service Users.


	Main responsibilities:


	1.
	To adhere to and use the Behaviours and Guiding principles framework for Children & Young People Services in everyday working practice.

	2.
	To identify and undertake outreach opportunities across the city in order to ensure that the Early Intervention 0 - 18 service reaches all sectors of the community.

	3.
	To provide accurate and impartial information about the range of services to families.

	4.
	To provide a wide range of activities for young children and their carers to participate in for example, through stay and play groups and outreach.

	5.
	To contribute to ensuring successful take up of the 2, 3 & 4 year entitlement by children and their families particularly those identified as being from a priority or excluded group.

	6.
	To support with the tracking of progress of children attending a nursery setting from the 2 year offer through to the start of reception.

	7.
	To identify, seek out and collate information as requested

	8.
	To engage families in home learning activities including the planning and evaluation of the service. This will include holding a small case load and visiting families in their homes. 

	9.
	To support the Parent Champion and Community Engagement Manager in collating effective data and ensure data is in an appropriate retrievable format through effective use of the ECLIPSE database.

	10.
	To assist in the analysis of relevant and robust data ensuring planned, timely and targeted outreach activity is delivered.

	11
	To support in the development of effective communication links with all key partners to ensure maximum awareness and involvement in current project.

	12.
	To support in maintaining  good engagement levels of relevant stakeholders.

	13.
	To respond effectively to public enquiries and requests in line with the corporate strategy and guidelines.

	14.
	To liaise with providers to ensure the accuracy of the family service directory.

	15.
	To update websites and information sources where necessary.

	16.
	To provide a high standard of customer care using a variety of communication media and in line with appropriate quality standards.

	17.
	To contribute to the development of a marketing strategy which ensures appropriate publicity and information and is made available.

	18.
	To contribute to the role of the team and work constructively with other team members.

	
	

	Special Features:
To act in accordance with the Council's Constitution and other Codes of Conduct.
To participate in staff development, appraisal and training as appropriate, including continuous professional development.
To comply with the Council's agreed policies and procedures including but not limited to Health and Safety, and Equal Opportunities Policies, General Data Protection Regulations, Freedom of Information Act, Financial Management Regulations and other relevant Council and Government Regulations, Directives and City-wide priorities.
To undertake any other tasks, duties and responsibilities as directed and appropriate to the grade and role of the post subject to any reasonable adjustments under the Disability Discrimination Act 1995 as incorporated into the Equality Act 2010.
To participate in the wider development of the service and contribute to service improvement as required.
City of Wolverhampton Council is committed to Corporate Parenting.  
“Corporate Parenting is the collective responsibility of the Council to provide the best possible care and protection for children who are looked after.”
 


Effective date:

Signature of post holder:

CITY OF WOLVERHAMPTON COUNCIL

PERSON SPECIFICATION

Post Designation : Universal Services Practitioner 

Grade : 4 

	Job Purpose and Role : 
To provide a supporting role in ensuring City of Wolverhampton Council meets its statutory duties under the Childcare Act 2006.

To provide advice and guidance to customers with the aim of supporting them in being effective parents.
To play a key role in achieving the overarching aim of improving outcomes for all children but providing a specific focus on those children. and families living in the most disadvantaged areas and the rest.

To engage with and support families to access appropriate services ensuring we are narrowing the gap in achievement.


	FACTORS


	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Qualifications
	· NVQ Level 3 in childcare or relevant  field 
· Literacy and numeracy level 2 eg GCSE maths / English or equivalent

	· Advice & Guidance qualification


	· Application Form

· Interview


	Training
	
	· Customer services training
	· Application Form

· Interview


	Experience
	· Experience of working with children 0- 5
· Experience of giving advice and guidance 
· Working with parents and community groups

	
	· Application Form

· Interview


	Special Knowledge/

Skills
	· A sound knowledge of Children’s safeguarding

· Basic  ICT skills to use appropriate software
· Ability to problem solve
· Good standard of written and oral communication skills.
· Good  interpersonal skills 
· Be able to analyse and interpret data and produce relevant reports.
· Ability to prioritise work and make effective use of time.
· Ability to demonstrate forward planning
· To be able to give information in the relevant field within and out of the organisation
· Sound knowledge of legislation and regulations relevant to the service area
· Equal opportunities and anti-discriminatory practice issues
· Sound knowledge of child development and developmental milestones
· Knowledge of planning, delivering and monitoring a child’s progress through tools such as ‘capturing the journey’
· Knowledge of the prime and specific areas of learning


	
	· Application Form

· Interview


	Personal Qualities


	· Highly motivated and enthusiastic
· Methodical approach to work

· Self-reliant.
· Ability to work on own initiative and as part of a team.
· Self-motivated .
· Ability to keep confidential 

· information.
· Excellent personal organisation skills e.g. time management.


	
	· Interview


	Commitment


	· Commitment to the behaviours and guiding principles framework for the Children & Young People Service

· To have an awareness of the challenges facing childcare providers and socially excluded families and a commitment to supporting them.
· A commitment to the City Council’s Equal Opportunities Policy


	
	· Interview



Sensitivity: PROTECT
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