Job Description

[bookmark: _Hlk530663196]This form is used to provide a complete description of the specific job and defines the required skills, knowledge, behaviours, qualifications and experience.
Section A: Job Profile
The job profile provides key information relating to the salary and working conditions e.g. location of a job, along with the current focus of the role and a brief description of the main duties.

Job Details
	Job Title:
	Childrens Housing Occupational Therapy Service Support Officer  

	Salary:
	£31,537 - £34,434

	Grade:
	8

	Hours:
	37

	Team:
	Children’s Housing Occupational Therapy Service   

	Service Area:
	Children, Education and Families

	Primary Location:
	To be agreed at point of job offer, but post will involve hybrid working from home and an office.  

	Budget responsibility:
	None, but some direct responsible for financial transactions

	Responsible to:
	Children’s Housing Occupational Therapy service manager

	Responsible for:
	Limited or no direct responsibility for supervision, but some direction or co-ordination of other employees (e.g. demonstration of duties) as allocated

	Political Restricted Post:
	No


Job Purpose
	[bookmark: _Hlk513794740]To support the Children’s Housing Occupational Therapy Team in the delivery of the Children’s Occupational Therapy Housing Service by:

· Working co-operatively, as part of a team to provide a comprehensive, efficient and effective support function. This will involve supporting staff working across different sites.
· Provide point of contact for service, answering queries from a variety of sources, supplying information and signposting people to other services, completing initial assessments with families, confirming acceptance of referrals and then prioritising these prior to adding to waiting list or liaising directly with staff if more urgent.
· Completing face to face assessments for simple adaptations as well as visiting to check satisfactory completion of some minor works
· Proactively liaising with colleagues and partnership agencies to support the provision of consistent and high-quality children’s occupational therapy housing services across Oxfordshire
· Develop knowledge and skills in use of LCS, IBC and other IT systems; to input data and deal with queries relating to any referrals.
· Develop knowledge, skills and expertise in equipment processes with ICES, using the equipment providers database to generate reports and information, analysis as requested and order and track equipment
· Some direct responsibility for financial resources (e.g. transaction processing)

This post holder is responsible for ensuring that all relevant County Council policies and procedures are adhered to and concerns are raised in accordance with these policies.

Work in accordance with the County Council values and competency framework.  Link to County Council Values 



Job Responsibilities 
	MAIN DUTIES:

Office and team support
1. Act as a first point of contact for the service, including dealing with enquires which may be complex, emotive, and sometimes distressing in nature. 
2. Complete Childrens Housing Initial Contact Assessments (CHICA’s) and prioritise these according to needs (priorities will be screened by OT staff upon referral acceptance).
3. Assessing the nature and urgency of the enquiry and responding or referring to other team members as appropriate.
4. Process and respond promptly to incoming communications (post, telephone, email, face to face), accurate message taking, copying and distributing information as necessary. 
5. Produce a range of documents including letters/emails and presentations to a good standard by the required deadline
6. Use electronic and manual filing systems with due regard to security and confidentiality
7. Co-ordinate diary management to ensure information is accurate and up to date at all times.
8. Organise meetings for individuals or groups ensuring that appointments are realistically planned with regard to timing and venue; venue, catering and resources are booked appropriately; and preparing materials to support the event
9. Maintain record-keeping systems (eg LCS) for recording and monitoring service delivery and provide regular summary reports to Operational Staff and Managers
10. Develop and maintain up to date information about the service including on the intranet, internet, stationery and internal and external publications
11. Undertake general clerical and administrative tasks to support the team as required (e.g. post processes, photocopying, scanning, minute taking)
12.  Maintain an awaiting works process, including following up queries and checking progress.
13. Order items of equipment from ICES contractor, chase order progress
14. Arrange joint visits with reps, families and OT staff.
15. Undertake visits to families homes / schools for example check suitability for minor adaptations and also follow up visits after works completed.


Financial support
16. Process financial tasks within the team including e-procurement, receipting of goods 
17. Research and provide budgetary and statistical information using available systems

Leadership and Teamwork: Be an effective team member by
18. Applying your knowledge and feedback from others to contribute to service improvement
19. Undertaking such other duties as may reasonably be required of you commensurate with your grade and as required to support the business including maintaining business continuity and during civil emergencies.
20. Supporting the recruitment, induction, supervision and learning of others as required.

General accountabilities
21. Comply with individual responsibilities for health and safety in the workplace including taking action to reduce the risk to self and others and contributing to the maintenance of a safe working environment
22. Maintain a secure, accessible and fit for purpose work area
23. Ensure that all duties and services are provided in accordance with the County Council’s standards, policies and procedures
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FINAL TEMPLATE - Job Description & Selection Criteria v1.3 2021-08-19
Section B: Selection Criteria
[bookmark: _Hlk535396426][bookmark: _Hlk518652118]This section provides a list of essential and desirable criteria that detail the skills, knowledge, behaviours, qualifications and experience that a candidate should have in order to perform the job. The selection criteria provide a list of essential (no more than 8-10) and desirable criteria (no more than 4). 

Each of the criteria listed below will be measured through the application form (A) and optionally - a test / exercise (T), an interview (I), a presentation (P) or documentation (D). You must provide a supporting statement as part of your application which includes examples and evidence of when you have demonstrated the criteria listed below. You will be expected to address each point separately and in the order listed. If you do not complete a full supporting statement in the requested format your application may be rejected. 
	Essential Criteria
	Assessed By:

	Qualifications;
English Language and mathematics GCSE Grade C or above, or comparable ability
	A / D

	Knowledge;
Use of Microsoft Office applications, including Word, Excel, Outlook and PowerPoint, to at least an Intermediate level as well as understanding of use of Internet and cloudbased file storage systems
	A / I / T

	Experience;
A minimum of one years’ organisational administrative experience or its equivalent in another role
	A / I

	Front line service (visitor/telephone) experience and / or experience of face to face assessments
	A / I

	Experience of handling sensitive data and statistics and / or a good understanding of the basic principles governing this and understanding of confidentiality
	A / I / T

	Experience of inputting and retrieving data from ICT based record systems
	A / I

	Proven ability to work effectively to deadlines
	A / I

	Behaviours;
Commitment to providing good customer service with a drive for continuous improvement
	A / I

	Ability to work alone, as well as working co-operatively as a team member
	A / I

	Methodical and organised approach to tasks, with an eye for detail
	A / I / T

	Ability to work flexibly whilst also remaining calm under pressure prioritising competing demands effectively 
	A / I / T

	
	

	Desirable Criteria
	Assessed by:

	Formal training in use of relevant business software (Office for example) 
	A / I

	Experience of processing financial claims/transactions
	A / I

	Experience of using consultative processes to improve procedures and services
	A / I

	Ability to produce accurate summaries of meetings, events and conversations
	A / I
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Section C: Pre-employment Checks
All appointments are subject to standard pre-employment screening. This will include identity, references, proof of right to work in the UK, medical clearance and verification of certificates. Further information can be found here Pre-employment checks 

Additional pre employment checks specific to this role are identified below (those ticked).

	☐
	Enhanced Disclosure and Barring Service check with Children’s and Adults Barred List
	☐
	Enhanced Disclosure and Barring Service check without an Adult/Children’s barred list check

	
	Enhanced Disclosure and Barring Service check with Children’s Barred List
	☐
	Enhanced Disclosure and Barring Service check with Adults Barred List

	☐
	Standard Disclosure and Barring Service check
	☐
	Basic Disclosure

	☐
	Disqualification for Caring for Children (Education)
	☐
	Overseas Criminal Record Checks

	☐
	Prohibition from Teaching
	☐
	Professional Registration

	☐
	Non police personnel vetting
	☐
	Disqualification from Caring


	☐
	Other (please specify):      



[bookmark: _Hlk535396535]Section D: Working Conditions
This is a guide to the working conditions and the potential hazards and risks that may be faced by the post-holder.
Health and Safety at Work 

You are responsible for your own health, safety and wellbeing, and undertaking health and safety duties and responsibilities for your role as specified within Oxfordshire County Councils Health and Safety Policy.

The potential significant hazard(s) and risk(s) for this job are identified below (those ticked).

	☐
	Provision of personal care on a regular basis
	☐
	Driving HGV or LGV for work

	
	Some manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
	☐
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)

	☐
	Working at height/ using ladders on a regular/ repetitive basis
	☐
	Restricted postural change – prolonged sitting

	
	Lone working on a regular basis
	☐
	Restricted postural change – prolonged standing

	☐
	Night work
	☐
	Regular/repetitive bending/ squatting/ kneeling/crouching

	☐
	Rotating shift work
	☐
	Manual cleaning/ domestic duties

	☐
	Working on/ or near a road
	☐
	Regular work outdoors

	☐
	Significant use of computers (display screen equipment)
	
	Work with vulnerable children or vulnerable adults

	☐
	Undertaking repetitive tasks
	
	Working with challenging behaviours

	☐
	Continual telephone use (call centres)
	☐
	Regular work with skin irritants/ allergens

	☐
	Work requiring hearing protection (exposure to noise above action levels)
	☐
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)

	☐
	Work requiring respirators or masks
	☐
	Work with vibrating tools/ machinery

	☐
	Work involving food handling
	☐
	Work with waste, refuse

	☐
	Potential exposure to blood or bodily fluids
	☐
	Face-to-face contact with members of the public


	☐
	Other (please specify):      



Agile Working

All staff may be required to work from a different base or in a different location at some point in the future in line with any Council or school needs.  Such changes will be made after proper consultation and shall be deemed to be reasonable after taking into account any personal requirements. 
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