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Job Description
Team Co-ordinator
Education and Children's Services

	Service:
	Education & Children's Services Business Support
	Team:
	Family Safeguarding Team – East Team 3 

	Location:
	Pendle CAPSS, Colne/Home Working

	Salary range:
	SCP 6 – 11

	Grade:
	Grade 5

	Reports to:
	Team Manager – Direction and oversight of day-to-day duties. 
Business Support Team Leader (Education and Children's Services Business Support Service) - Line management, CPD, one to one, leave, attendance and performance

	Staff responsible for:
	N/A



	Job Purpose

	To provide high-quality, responsive and efficient business support to a multi-agency Family Safeguarding Team, ensuring effective co-ordination of administrative processes and accurate record keeping to support the delivery of services to children, young people and families.
The post holder plays a key role in supporting safeguarding activity by organising and servicing meetings, maintaining accurate case records, and ensuring timely progression of administrative processes. A significant proportion of the role (approximately 75%) involves high-quality note taking for complex safeguarding meetings and caseload supervision.
The role contributes to safeguarding outcomes by supporting practitioners to manage risk, meet statutory requirements, and deliver effective, timely interventions.

	Accountabilities/Responsibilities

	Business Support and Administration
· Provide comprehensive administrative support to the Family Safeguarding Team, ensuring work is completed accurately and within required timescales
· Maintain and update electronic case management systems, ensuring data quality and compliance with audit standards
· Produce and format letters, reports, and professional documents to a high standard
· Manage incoming and outgoing correspondence, ensuring appropriate distribution and recording
Meeting Co-ordination and Note Taking
· Arrange, prepare for and service a wide range of meetings, including safeguarding and multi-agency meetings, caseload supervision and panels
· Provide accurate, clear and timely minute/note taking for meetings involving sensitive, complex and highly confidential information
· Ensure records of meetings are completed promptly and stored in line with policies and procedures
Safeguarding Support
· Support the effective administration of safeguarding processes, including Section 47 strategy discussions and welfare checks
· Handle confidential and sensitive information appropriately, in line with safeguarding and GDPR requirements
· Contribute to ensuring statutory processes are completed within required timescales
Financial and Process Support
· Administer financial processes, including payments relating to family support (e.g. travel, accommodation, emergency provision)
· Support monitoring and recording of financial transactions using appropriate systems
Digital and Systems Working
· Use Microsoft 365 (Teams, Outlook, SharePoint) and other digital tools to support efficient ways of working
· Maintain accurate records on case management systems (e.g. Liquidlogic or equivalent)
· Support virtual and hybrid meetings, including digital document management
Collaboration and Customer Focus
· Work effectively with professionals across multi-agency partnerships (e.g. social care, health, education and police)
· Provide professional and courteous support to operational managers, internal and external partners
Service Improvement
· Contribute to continuous improvement of administrative processes and service delivery
· Identify opportunities to improve efficiency, quality and ways of working

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post-holder. This is not an exhaustive list of all tasks that may fall to the post-holder and employees will be expected to carry out such other reasonable duties which may be required from time to time. 
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Working arrangements
We are currently working a combination of home and office working, with a minimum of 40% of the working week from the office base; therefore, you will be required to have a suitable working space within your home and broadband connection. If you are unable to provide a suitable homeworking environment, you will be required to work from your office base or nearest suitable office location for your none-office working hours.
Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 
Health and Safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 
Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.

	Our Values

	We expect all our employees to demonstrate and promote our values:
Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.
Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.
Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.
Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.





















Person Specification (Grade 5)
Team Co-ordinator
Family Safeguarding Team
Education and Children's Service

All the following requirements are essential unless otherwise indicated by * 

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessments.  

Please note – (A) will be assessed on the application form and (I) will be assessed in the interview.

	Qualifications

	· 4 GCSE's A-C or 4-9 including English & Maths or equivalent academic qualification. 
Please note you will be required to provide evidence at your interview of the qualifications you have stated in your application that meet the essential criteria for this post.
· If you do not have English and Maths GCSE's A-C or 4-9 or equivalent academic qualification substantial experience in an appropriate work environment demonstrating literacy and numeracy ability will be taken into consideration.  You will still be required to have two further GCSE's A-C or 4-9 or equivalent academic qualifications.

	Experience

	· Providing administrative or business support in a busy environment (A) (I)
· Supporting meetings, including arranging, preparing documentation and note taking (A) (I)
· Working with digital systems and maintaining accurate records (A) (I)
· Communicating with a range of stakeholders (internal and external) (A) (I)


	Essential knowledge, skills & abilities

	· Excellent organisational skills and ability to manage competing priorities (A) (I)
· Strong written and verbal communication skills (A) (I)
· Ability to produce clear, accurate and concise meeting notes (A) (I)
· Proficient in Microsoft 365 (Outlook, Word, Excel, Teams) (A) (I)
· Ability to work independently and as part of a team (A) (I)
· Strong attention to detail and commitment to data accuracy (A) (I)
· Ability to handle sensitive and confidential information appropriately (A) (I)  
· Problem-solving skills and ability to use initiative(A) (I) 


	Other essential requirements

	· Commitment to equality and diversity (I)
· Commitment to health and safety (I)Display the LCC values and behaviours at all times and actively promote them in others (I)
· Commitment to participate in training appropriate to the role (I)
· Flexibility is essential to provide support which could include working from a different location as required (I)
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