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Job Description Template for HAY Grades

London Borough of Bexley - Job Description Template for HAY Grades
(Bexley10 & above)

Please read the Job Description Questionnaire and Person Specification Guide before completing this form.
Management Group: Place
Department/Section: Communities
Job Title: Community Safety Co-ordinator (Prevention and vulnerable people)
Reports to: Nicole Porter
Grade:	TBC anticipate Bexley 13
Post holders name (if applicable):
1. Purpose of the job
This role will co-ordinate a multi-agency response to high-risk vulnerable people experiencing complex anti-social behaviour ensuring a robust support plan to support individuals reducing associated risk.
Introduction of prevention partnership panels providing robust support plans for young people, preventing them from escalating into criminal activity, violence and/or anti-social behaviour.
2. Dimensions
Quote figures that give a picture of the job as follows:
a) Annual budgetary amounts with which the job is either directly or indirectly concerned.
Please differentiate between direct (e.g. staffing) and indirect budgets (e.g. income, budgets which you share responsibility for with others) 
b) Number and grading of staff that the post holder will either directly or indirectly supervise.
c) Any other statistics relating to the post.
Quote annual figures that give a picture of the job as follows:
	Direct Staffing Costs/responsibility
	Budgets where there is a contributory responsibility 
	Income that postholder has direct responsibility for
	Any budgets where there is shared responsibility

	0
	0
	0
	0



3. Hardest part of the job
Introduction of the newly formed Prevention Partnership Panels learning from pilot areas, drawing on existing resources and keeping abreast with new guidance.
Promoting and obtaining commitment from other departments and services that are resource limited.
Keeping up to date with voluntary sector organisations that can support the work stream and identifying potential funding opportunities.
4. Principal accountabilities 
Please list the principal accountabilities of the job under the 6 sub-headings below: 
Please note that depending on the level of the post, some sub-headings (e.g. strategy) may not be relevant.  Please refer to the HAY JDQ Preparation Guide for further information and guidance.
Strategy
Providing a robust framework across multiple directorates ensuring relevant strategies are aligned with the introduction of the Prevention Partnership Panels both within London Borough of Bexley and Bexley Community Safety Partnership.
To develop clear processes linking into the framework including all relevant statutory and non-statutory stakeholders, providing strategic direction and clear objectives.
To keep abreast of all relevant statutory duties and guidance, keeping management and key stakeholders informed.
Direction
Initially no line management responsibilities but this may develop when the guidance is provided and potential funding support is made available.
Implementation
To produce a robust framework for the introduction of Prevention Partnership Panels.
To promote the Prevention Partnership Panel workstream across all relevant departments and Agencies and provide training sessions to increase awareness.
To co-ordinate the Community Risk Multi-Agency Risk Assessment Conference (CR MARAC).
To promote the CR MARAC and continue to develop relevant regular attendance.
To co-ordinate the work to support the chair persons of the CR MARAC and the prevention partnership to successfully develop the panels.
To triage CR MARAC referrals, providing pre referral advice and arranging or supporting relevant professionals meetings.
To ensure safety planning is accurately recorded and monitor delivery of actions across the relevant services.
To engage with all relevant partners building on professional relationships to support the workstream.
To make sure that the new prevention partnership enhances the work of existing panels and does not duplicate across other areas, providing best use of all agencies time and giving residents the best possible service.
Identifying opportunities that enhances the prevention and support offers across this workstream.

Organisational Control and Development (regularly used examples below)
Applies to most posts 
a) To keep under review and develop the structures, procedures and working methods for which the post holder is responsible to ensure an integrated, effective and efficient approach to the delivery of services.
b) To ensure that working practices and processes are developed that maximise the use of new technology to ensure efficient and effective delivery of services to residents.
Staff Management and Development (regularly used example below) N/A
Applies to posts that are responsible for staff management and development.
a) To ensure that staff are recruited, managed, appraised and developed, and that effective arrangements are made for the training and development of all staff within the department so as to meet service needs and to provide equality of opportunity for all employees.
Personal Effectiveness
a) To present timely and relevant advice and information to Members and to ensure that Group Leaders are briefed on major and sensitive issues.
b) To deal promptly with all matters requiring the post holder’s personal attention.
c) To be fully conversant with relevant statutory provisions and the Council’s constitution, processes and procedures; to develop the full range of managerial and professional skills and knowledge to satisfy the requirements of the post. 
d) To establish and develop effective working relationships and productive partnerships with all the relevant partners, including those in e.g. education, health, social services, Independent and voluntary sectors.
e) To be able to professionally challenge other colleagues and raise concerns providing clear evidence and rational. 
5. Organisation
a) Insert or attach an organisation chart that shows clearly the job, immediate supervisor, their supervisor (where applicable), colleagues who also report to the immediate supervisor and the jobs subordinates, giving full job titles.
b) Briefly describe the major responsibilities of the immediate subordinates and explain how they are supervised, e.g. day-to-day contact, weekly meetings, control procedures.
c) Briefly describe the nature of the reporting relationship that exists between the post and the post for which it is accountable. Where the post has a reporting relationship to Members the nature of this should also be described.
6. Additional Information
The Community Risk MARAC is an effective existing panel that is already used as best practice across London.  The post holder will be responsible for introducing the new Prevention Partnership Panels which have been piloted in a few areas across the country and are due to roll out across all areas imminently.  We await guidance from the Home Office but it has been suggested that there may be funding available to support these panels and the post holder will be responsible for securing any funding, and ensuring that any gap analysis is produced to provide the best outcomes for the success of the panels as well as value for money.
7. Supplementary Information (optional)
It would greatly assist the Job Evaluation Panel members if you could accurately answer the following questions. Completion of this section will save time at the Panel meeting.
· Where work organisation has differed from previous arrangements and why (if appropriate)
· The nature and level of decision making attached to the post, (please provide some specific examples)
· The boundary between decisions that can be taken at superior/subordinate level;
· The potential for mistakes to arise and the timescale between the error arising and being noticed via systems etc…
· The nature and complexity of problem solving inherent in the post, what procedures or rules limit decision making, how often are new situations encountered.
Approval - We confirm that this questionnaire conveys a full and accurate description of the job as at (insert date)
Signed:
Manager: _______________________________________________________
Date: ___________________________________________
Post holder: _____________________________________________________
Date: _______________________________

Person Specification

Management Group: Place
Department/Section: Communities
Job Title: Community Safety Co-ordinator (Prevention Partnership and vulnerable people)
Job Family: Professional 2

What education, qualification, training and experience are necessary to enable the job to be performed fully and effectively? Note that this information should relate to the qualifications etc. required for the job and not necessarily the same as the existing/previous post holder.
Disabled applicants only have to meet the ‘Essential Criteria’ to guarantee them an interview.  Items must therefore only be listed as essential if the post holder would be unable to perform the role without them.
Please also bear in mind that your interview questions will also need to be developed to assess the requirements contained in the person specification.
	Selection Criteria
	Essential/Desirable (E/D)
	Method of Assessment (see key)

	(a) Education and formal training

Degree-level education or relevant professional qualification of similar level or equivalent experience as specified below minimum of 2 years

	

E
	

A

	(b) Relevant technical experience, knowledge & skills/abilities

Knowledge and understanding of current community safety policies including Crime and Disorder Act 1998, ASB Crime and Policing Act 2026, Modern Slavery Act 2015 and other associated legislation. 

Understanding and experience in both children’s and adult’s safeguarding procedures and policies and implementing them and experience of working with senior social workers. 

Experience in delivering 1:1 work and keeping records of casework.

Ability to provide relevant statistics/data monitoring performance and presenting information that is accurate, timely and relevant. 

Ability to research and share best practice and confidence to train large numbers of professionals providing clear and concise information.   

Proven experience leading community safety partners and multi agencies including experience in chairing meetings. 

Experience of presenting and drafting information using a variety of methods and to a variety of differing audiences. 

Understanding and experience in complying with  GDPR.

Ability to risk assess and identify key factors and considerations relevant to the post.




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.
	


E




E




E


E



E



E


E



E


E

	


A/I




A/I




A/I


A/I
A/I



A/I


A/I



A/I


AT

	(c)  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.
*  Guidance on the appropriate Job Family to be assigned to this post can be found at the following link:
https://bhive.bexley.gov.uk/how-do-i/tasks-and-guides/job-evaluation/?page=5
Please contact your HR Adviser if you require any advice on the relevant job family for the role.



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.
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