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JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Health and Well Being Family Liaison Officer
	Job Evaluation         Reference Number:  
	A4688


	Service:


	Education
	Grade:


	LGE 7

	Department/Section:


	Community Services
	Location:
	Various Locations

	Line Manager (post):

	Principal Teacher Pupil Support

	Date JDPS was created / last reviewed / amended:
	December 2017

	Version of JDPS: 


	v.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan  
3. Argyll & Bute Council Competency Framework   
4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary:   
The post holder will be required to work closely with young people and their families to improve communication with parents to encourage parental engagement with the school to help to improve outcomes for young people. They will be responsible for working with targetted groups of young people and their families to increase attendance, school engagement and attainment.


	Scope / Dimensions:  
Line management / staffing responsibility: There will no line management responsibility within this post
Budgetary responsibility: The HWB Family liaison officer will liaise with their line manager regarding the Family Engagement budget and Breakfast Club budget that will be allocated for nurturing type programmes.


	Job Description:  Main Outcomes required  


	1.
	Planning / Service Development:   
Support the Principal Teachers of Support (Guidance and Learning and Behaviour) to develop the team’s service plans by working in partnership with colleagues (within and outwith the service). In particular, take responsibility for:

1. Working to improve communication among agencies and families

2. Regularly visiting the home of school pupils as and when appropriate

3. Supporting systems of parental involvement in school

4. Establishing effective relationships with young people and their families

5. Working with PTs Support (Guidance) and named persons to support families and young people to improve attendance and timekeeping

6. Working with PT Support (Learning and Behaviour) to promote positive behaviour



	2.
	Service delivery / implementation:  
Assist the Principal Teachers of Support (Guidance and Learning and Behaviour) to ensure that high quality services and best value are delivered to service users by ensuring that all agreed plans are implemented efficiently and effectively.  In particular:

1. Identifying forms of support in school and at home that will most effectively sustain progress

2. Supervision and delivery of materials to targeted groups of young people including group and individual work

3. Supporting whole school nurturing and inclusion approaches

4. Take a lead role in the planning of family engagement programmes whilst supporting families to attend  and engage in the planned sessions
5. Lead the planning and delivery of the breakfast club



	3.
	Financial control responsibilities:

1. The post holder would have responsibility for the budget assigned to the breakfast and be responsible for ordering and stock control.  
2. Liaise with the PT Support and DHT in planning and budgeting for family engagement programmes and activities 


	4. 
	Quality Assurance / (Performance management?):  
Support the Principal Teachers of Support/Guidance to ensure that appropriate quality, performance and bench marking criteria are developed and applied as a means of managing and monitoring the team’s performance, and in particular: 

1. Utilising attendance statistics and risk matrix data to monitor effectiveness of interventions and nurturing approaches.

2. Monitoring parental involvement in Family Learning Programmes


	5.
	Health & Safety:  
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.


	6.
	Other duties & responsibilities:  

Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   



	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	E.1
D.1


	A minimum of 3 standard Grades (Level 1, 2 or 3) or equivalent qualifications or experience

PDA ASN Assistant/PDA classroom assistant or other relevant qualification

	Experience



	E.1

D.1


	Experience of working with children and young people with additional support needs in a school setting.

Experience of working with adult members of the public 


	Specific job-related knowledge  


	E.1

D.1


	Basic knowledge of child development and of the education system.

Specific knowledge on family engagement, HWB and nurturing approaches


	Any additional job-related requirements   



	E.1

E.2
E.3
	The jobholder will be expected to travel efficiently and effectively between various work locations within Argyll and Bute and beyond to meet the operational requirements of the Service.  
PVG membership – required to gain this in relation to working with children.

Willing to undertake First Aid training and First Aid duties.



	Competencies 


	E.1
	Personal Qualities (Competencies) that are essential at recruitment stage: 
Level 1

Excellent communication and organisational skills

Approachable to young people and their families

Innovative and with initiative to work independently and as part of a larger team
Good IT skills for word processing and creating spreadsheets 
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