

	Role Structure
	Role Details 

	Directorate:
	Children & Young People

	Grade:
	HC 05

	Location:
	Base Plough Lane
Work is across county Children’s Centre’s 

	Responsible to:
	Public Health Principal


Job Description
Job Role: Early Help Information
and Signposting Officer

Service: Family Hubs


        
        Main purpose of the role
· Be the first point of contact for children and families, accessing Children’s Centre Services.
· Offer high-quality universal signposting and access to services across Early Help and the wider
Community.
· Manage telephone, email and in-person enquiries from parents, young people, providers, professionals etc. 
· To provide high quality, accurate data/reports and general administration for Children’s Centres/Family Hubs.


	Key Duties and Responsibilities

	Frequency of Task

	· The Early Help Information and Signposting Officer (EHISO) will be the first point of access for Children Centre/Family Hubs service users, members of the public and other professionals. Relationship based customer service is key to the role.  Dealing effectively and efficiently with all customer’s enquiries and requests is paramount

	· Daily

	· Promote and signpost services relevant to the needs of individual children and families.  This will be done face to face, via telephone, email or social media 
	· Daily 

	
· In line with ‘Best Start in Life’, contact parents/carers whose children are potentially eligible for 2-year Nursery Education Funding (NEF) of 15hrs and to those who have a confirmed offer of funding. Give advice and guidance around 30 hours childcare offer as needed. 
	· Monthly

	· Contact young people who are identified as NEET, to establish their current destination and offer signposting for their future pathway into employment, training or education. 
 
	· Daily

	· Use social media sites to share key advice and guidance around child health and development.  This supports self-help and parental awareness of what services are available to them and their families and supports them to make informed choices around their child’s care, health and development. Aligns to Best Start in Life

	· Daily

	· Create marketing and promotional material that helps promote local group sessions, affordability and inclusivity. This includes digital promotions and campaigns. Aligns to Best Start in Life 
	· Daily

	· Support reception duty at various Children’s Centre/Family Hubs buildings across Herefordshire. To work flexibly to suit the needs of the service. 
	· Daily

	· Promote Healthy Start initiatives and administer Healthy Start vitamins in line with local procedure.  Aligns to Best Start in Life
	· 

	· Complete Children’s Centre/Family Hubs room bookings including health, family time and external agency bookings. Keep calendars up to date and respond to queries sent to the ChildrenCentreServices shared inbox. This includes liaising with other professionals in a diplomatic and fair way to ensure shared access. 
	· Daily

	· Act as administrative support - attend and take minutes of meetings as required, Circulate promotional materials such as Area What’s on, wider help and Families First services and newsletters.
	· As needed

	· Carry out accurate data inputting, tracking, reporting and administrative activities, for the manager and service.  Producing attendance and user reports for groups and social media to show the reach of the service.  The reports should inform and influence service delivery to ensure what is being offered is relevant to local community. Aligns with Best Start in Life

	· As needed

	· Set up new groups and services to meet the needs of local families and the wider community.  Negotiate with service providers as to times and cost of their service. Reach out and visit groups in the community to find out their offer for children and families.  Aligns to Best Start in Life.   
	· As needed

	Support improvement journey by calling families who have received a targeted service.  Complete evaluations with family over the phone to ascertain quality of service offered and outcomes. Aligns to KPI activity. 
	· As needed

	Complete requisition of invoices via business world. Ensure that the procurement card process is followed in line with relevant policies and procedures.   
	· As needed

	· Complete health and safety checks in line with local authority procedures, logging onto relevant systems, and reporting maintenance issues for the centres/hubs.
	· As needed

	· To be the trained and named fire warden and first aider for the Children’s Centre/Family Hubs buildings. 
	· As needed

	· Partake in community events to promote children’s centre/hub services (HAF, Courtyard and MOD etc.) and facilitate special family activity sessions at the centres.
	· As needed

	· Undertake any other duties as required, commensurate with the nature of the job

	· As needed

	· Be responsible for their own continuous self-development in order to enhance their own performance and expected to undertake relevant training and development
	
· Ongoing
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Person Specification


	Requirements
	Essential or   Desirable
	Identified by

A – Application I – Interview

	Qualifications and Training

	· At least 5 GCSEs or equivalent, including English and Maths

	Essential
	A, I

	· Trained in use of Microsoft Office, including significant expertise in MS Word, Excel, PowerPoint, Access and Outlook

	Essential
	A, I

	Experience & Knowledge

	· Experienced in accurate data inputting into various IT systems e.g. synergy, mosaic.
	Essential
	A, I

	· Dealing with telephone and social media enquiries from the public and partner agencies

	Essential
	A, I

	· Preparing agendas and supporting documentation and taking minutes of meetings.

	Essential
	A, I

	· Working effectively as an individual and as part of a team.


	Essential
	A, I

	Experience of negotiating. 

	Desirable
	A, I

	· Knowledge around funding requirements for nursery placements.

	Desirable
	A, I

	Skills and Abilities

	· Ability to produce high quality, accurate work to tight deadlines

	Essential
	A, I

	· Excellent communication and interpersonal skills

	Essential
	A, I

	· Ability to work effectively with staff at all levels within the directorate, Council and partner agencies

	Essential
	A, I

	· Confident in telephoning families to gather information

	Essential
	A, I

	· Self-motivated and able to use own initiative

	Essential
	A, I

	· Ability to organise own workload and work to deadlines

	Essential
	A, I




	






















All council staff have a duty to promote the welfare of children, young people, and adults with care and support needs at risk of abuse and neglect who cannot take steps to protect themselves. Ensuring you attend mandated safeguarding children and safeguarding adults training to enable you to recognise the concerning behavior, know how to talk about it, and consent/duty to share information effectively. You will also learn about the legalities and procedures the social care staff can take.

Our Values and Behaviours

The council’s THRIVE core values are our guiding principles and beliefs that shape our culture and behaviour within the council. ​They help us to achieve our Council Plan vision “do our best for Herefordshire” acting as our DNA and the “way that we do things around here”.  We expect all colleagues to act as a role model by living our values and setting an example for others.  ​Our values strive to promote a thriving workforce by fostering a culture of trust, being honest and responsible, inclusive, valuing people and resources and leading with empathy. 

Trust - Developing and maintaining relationships based on a culture of transparency and open communication. Supported by integrity and the confidence that you are reliable and fulfil commitments.
Honesty - Demonstrating truthfulness, integrity, and transparency in all communications, decisions, and relationships. Being trustworthy, reliable, and accountable for your actions. Acting with sincerity and fairness, even in challenging situations.
Responsibility - Taking ownership of individual and collective actions, decisions, and delivering on commitments. Being reliable, fulfilling obligations and being accountable for outcomes and results. Proactively contributing to the achievement of your own, the team and council goals.
Inclusivity - Embracing diversity, equity and inclusion by recognising and valuing the unique perspectives, backgrounds and experiences of our staff, customers and residents. Creating an environment where every individual is valued, respected and can belong.
Value - Upholding high standards, ethics and integrity to guide our actions and decisions. Demonstrating commitment to creating and delivering value in our work by recognising and appreciating each other, our resources, processes, customers, community and environment.
Empathy - Demonstrating a genuine and caring understanding of others' feelings, perspectives, and experiences. Listening attentively, acting with compassion, supporting with respect and kindness and considering the impact of our actions on others.
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