London Borough of Bexley

Job Description

Job Title:   Children’s Placement Officer	Grade: BEX07	

Management Group:  Children’s Social Care

Department:  Placement and Fostering	Section:  Children’s Placement

Reports to:  Placement & Commissioning Team Manager
	
Responsible for:	None

Functional links with:

· All children’s Social Workers in London Borough of Bexley and their managers
· All supervising Social Workers in London Borough of Bexley and their managers
· All independent foster agencies (IFA) in the UK
· All children’s residential homes in the UK
· All semi-independent units in the UK

Main purpose of the job: 

To ensure the provision of excellent service delivery when dealing with colleagues, foster carers and local authorities by ensuring that all referrals of children for the fostering service, semi-independent units or children’s homes are responded to efficiently and timely and with a determination to secure safe and high quality placements. 

Make decisions with consultation with children’s social worker on the suitability of placements according to children and young people’s identified needs.

Advise Placement’s service manager, Team Manager and Contracts Officer of any practice concerns in regard to external providers and whether they should remain on the “Provider Preferred List”.  

Major Duties and Responsibilities: 

To ensure all referrals and placements are processed efficiently in liaison with social work personnel and that matching considerations are adhered to as stipulated as per regulatory and business requirements, together with the completion of all relevant paperwork and accurate data input. 

To develop and maintain links between Bexley’s placement service and in-house as well as external placement providers.

To seek different type of placements for children and young people according to their vulnerability and identified needs.

To provide information and advice on initial inquiries.

To report any matters of concern.

Resources:	

A laptop and mobile phone.



Job Activities:

To respond professionally and promptly to all referrals received from children’s social workers who are seeking placements for children for foster care, semi-independent units or residential services. 

Liaise with foster carers, social workers, residential services and local authorities regarding referrals and placements. 

To consider external placements as appropriate – maintaining open communication with other placement teams in other organisations. 

To actively promote available in-house foster carers, sending out placement requests to them as appropriate and also maintaining active communication with them to maintain and develop working relationships. 

To ensure foster carer profiles are completed and kept up-to-date. 

To seek appropriate authorisations from senior managers about funding levels to be charged for external placements. 

Manage, organise and update relevant data using database applications. 

To manage all aspects of data inputting in relation to placement activity i.e. referrals of children, new placements, placement moves and placements ends. 

To undertake regular system audits, chasing missing documentation as appropriate. 

On a daily, weekly and monthly basis provide accurate data and statistics in relation to placements and referrals. 

To liaise and report on a regular basis with immediate Line Manager to ensure adequate admin support and consistency of placements, advising any concerns or issues. 

Attendance at meetings as directed. 

To be proactive in working towards and beyond the expectations of internal/external inspections. 

Be aware of and work towards up-to-date guidance and statutory regulations in relation to the effective administration of the Agency. 

Work within deadlines and respond in a flexible way to the changing demands of the service. 

Respond sensitively and professionally in supporting and maintaining good relationships with colleagues and all contacts who work in partnership with the service. 

Develop personal skills and capability through on-going training as provided internally by the council or externally subject to the council’s approval and as agreed with your Line Manager. 

To provide cover in the absence of other staff in the team.

Safeguarding

Attend safeguarding training as offered by the council 

Ensure full compliance within your role to safeguarding policies and procedures 

Business & Commercial

Assist in the coordination of new service developments with the service manager / Lead Placement Officer 

To be an effective advocate for London Borough of Bexley, promoting a positive image to maintain our high standards and positive reputation 

Organisational 

To work within the provisions of the Data Protection Act, observing strict confidentiality in relation to all aspects of work undertaken. 

The post holder will be expected to competently use electronic systems effectively 

The post holder will be expected to comply with Equal Opportunities Policy and Procedure in all employment practices and all other policies

Ensuring compliance with safeguarding procedures, throughout all work within the council, keeping the manager informed of work in progress and informing the manager immediately of any child protection matter or serious complaint. 

The nature of the agency business means that tasks and responsibilities are sometimes unpredictable. Staff are therefore expected to work flexibly when the occasion arises.  






Person Specification 

Job Title: 			Children’s Placement Officer	
Management Group: 	Children’s Social Care
Department: 		Placement and Fostering	
Section: 			Children’s Placement

	SELECTION CRITERIA
	ESSENTIAL/
DESIRABLE (E/D)
	METHOD OF ASSESSMENT
(see key )

	(a) Education & Formal Training 

Educated to a good standard with a qualification relevant to customer service and the social care field. 

Educated to a good standard in the English language verbal and written

	

E


E
	

A


A/I

	
(b) Relevant Technical Experience & Knowledge

A knowledge and commitment to safeguarding and promoting the welfare of young people.

A good working knowledge of planning/activities including objective setting, SMART Target setting, monitoring and evaluation.

In depth knowledge of corporate and Children & Family Service priorities.

Experienced in a fast paced administrative and customer facing role and be able to demonstrate multi-tasking and decision making skills. 

Experience of working with and developing new / existing customer relationships.

Ideally you will have experience or understanding of a Local Authority structure and needs, particularly in the provision of services for children and young people.

An understanding of the commissioning of services and or placement sourcing.
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(c) Relevant Skills & Abilities

Motivation to work with children and young people.

Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

Ability to establish professional, effective working relationships with a range of partners/colleagues.

Ability to engage with colleagues across London Borough of Bexley in order to share best practice and to develop strong customer services and learner management.


High levels of verbal communication with the ability to deliver to mixed audiences, levels and abilities.

Regularly exchanging in writing complicated and sensitive information, to a range of audiences, occasional writing of complex reports leading to day to day decisions.

To have effective written communication and IT skills and to be able to keep precise, detailed and coherent records and produce accurate information for stakeholders.

To be able to produce and present information including reports for a variety of audiences.

Ability to compose clear, accurate and concise documents.

Excellent oral and written communication skills.

Exceptional ability to prioritise workloads, analyse information and develop effective working relationships.

Able to work as part of a team as well as being self-motivated, able to work independently and remain calm under pressure.

Able to possess a high attention to detail with good analytical skills and a logical approach to problem solving as well as being a competent user of word, excel and databases.

Excellent administration skills and experience.

English Language Requirements for Public Sector Workers.  Include these criteria where it is an intrinsic and regular part of the role to speak to members of the general public either face-to-face or over the telephone:

•	Ability to speak with confidence and accuracy, using accurate sentence structures and vocabulary.
•	Ability to choose the right kind of vocabulary for the situation in hand without a great deal of hesitation.
•	Ability to listen to customers and understand their needs.
•	Ability to tailor your approach to each conversation appropriate to the customer, responding clearly even in complex situations.
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(d)  Other Additional Requirements

Include here any other additional requirements (eg DBS, willing to work evenings/weekends, ability to travel around the Borough)
	
	



KEY: 
I = Interview				A = Application Form		AT = Ability Test
PQ = Personality Questionnaire	P = Presentation		PE = Practical Exercise 
DBS = Disclosure & Barring Service DL = Driving Licence

Applicants will be assessed against these criteria and the following high performance indicators throughout the recruitment process.


High Performance Indicators

	Values
	Behaviours for staff
	Behaviours for managers

	Innovation

	
I respond flexibly and adapt to changing demands 

I am prepared to take managed risks to achieve better outcomes

I ask ‘What if…? to develop fresh thinking and innovative approaches to generate and implement solutions to improve performance and challenge the status quo
	
I routinely look for innovative and cost-effective ways to improve performance and customer service

I champion change and deal successfully with ambiguity, enabling people to see positive and exciting possibilities for the future

I take calculated risks based on available evidence and my professional judgement to learn and try new things


	Leadership
	
I demonstrate a clear sense of purpose and direction, in line with organisational objectives

I am willing to take difficult decisions

My personal actions promote a positive image of Bexley
	
I take responsibility for my service and for making things happen to make a difference to my service users

I create an environment where staff can thrive and show I value and trust staff, give praise and recognise good work

I inspire, lead and encourage staff to move forward


	Collaboration

	
I show respect for others and value contributions from internal and external partners and customers

I recognise the right solution, regardless of who initiated it

I seek out and work with partners who can help me achieve the outcomes and objectives I need to deliver

	
I encourage the feeling that the team is a collective unit with shared goals

I engage with service partners and other areas of the Bexley organisation to understand the demands on others and seek solutions as One Council

I network internally and externally


	Listening and Responding
	I acknowledge other people’s viewpoints and work with them to find a win-win solution

I prepare and present information anticipating questions and problems

I adapt my style to the audience and their needs, using the most appropriate communication channels
	I seek regular service user feedback and review customer data to shape service improvements 

I ask staff for ideas on how to improve our service and how I can improve as a manager, listen to them and act on  them

I empower staff to make decisions and changes to improve value for money, customer service and productivity


	Open and Accessible
	I see issues from the customer / user perspective

I monitor customer feedback and level of satisfaction with the service they receive, and use this to improve and pre-empt customer needs

I seek to build and maintain positive relationships with customers and partners 

	I am accessible to my service users, customers, staff and Members

I communicate and share a clear vision for the bigger picture as well as specific service areas

I outline what is expected of individuals and their contribution to the whole, and am consistent in my expectations

	Impact

	I prioritise my activities and resources to focus on those which have the most impact for residents

I take responsibility for making things happen and achieving my objectives

I make decisions and clear recommendations based on my professional opinion and experience, informed by a range of information and evidence 

	I design services that provide value for money and deliver our outcomes, informed by evidence

I produce, prioritise and adapt plans to meet changing requirements

I set interim goals to achieve notable wins on the way to larger objectives

I deal with poor performance




These HPI values should not be changed.


