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Trafford Children and Young People’s Service

JOB DESCRIPTION

Post:
Training Officer
Department:
Service Development Team
Grade:
Band 6 (subject to final decision)
Responsible to:
Service Development Team Manager
Directly Responsible to: Senior Systems Implementation/Training Officer for operational matters. 

Main Purpose of the Job 
To fully engage and support the delivery of a high quality multi-agency training and development programme on key changes associated with the implementation of the Every Child Matters Programme, Common Assessment Framework, ContactPoint, Integrated Children’s System and Lead Professional as part of the wider children’s workforce development strategy.

Training will extend internally across teams within the Children and Young People’s Service but also more widely to a range of multi-agency partners and contexts.

To administer, facilitate and deliver CAF, E-CAF, ContactPoint and Lead Professional training to all identified practitioners within Multi-Agency Teams, Schools, Health, Police, Probation, Connexions and Voluntary/Independent sectors etc

To support the implementation of ContactPoint in Trafford

Main Duties/Responsibilities
Deliver a variety of blended training programmes that are consistent with national guidance and local requirements to ensure all targeted multi-agency staff are adequately skilled to access and use new systems. 

Raise awareness of the change issues in Children’s Services with Members, local communities, multi-agency partners at all levels, schools, governors, children young people and families to ensure a common understanding and better outcomes for all service users.
Develop innovative approaches to support staff; analysing performance using current tools e.g. coaching, mentoring, supervision

Represent Trafford Children’s and Young People Service on regional and national workforce development groups

To quality assure training (internally) and ensure that a best value process is pursued in relation to the commissioning of training from external providers.

.

To work with the managers and staff within Children and Young People Service to identify training and change management with a view to developing and delivering ‘in house’ training courses or where appropriate commissioning external training providers.

To ensure that the training delivered reflects best current practice and has particular regard for anti-discriminatory practice.

To oversee the content and development of training sessions, ensuring that the appropriate training manuals and supporting materials are accessible to all participants 

Provide accurate monthly highlight reports as required by the Service Development Team Manager on activity/performance/risk and issues logs etc

Update risk and issues logs as appropriate.

To liaise with the Service Development Manager/Product Provider to develop existing system workflows to reflect ‘Best Practice’.
To liaise with the Service Development Manager to ensure that new policies and statutory regulations are included in all training materials 

To deliver training sessions and briefings individually or with other training and development staff or managers
To clearly demonstrate ‘Best Practice’ training trends using the appropriate tools
To review delivery methods and training content as per the evaluation process.
Participate in the Workforce Development Strategic Group

To ensure effective management of the delegate training programme schedule and training database of trainee details.

Ensure that course pre-requisites are met by all trainees 

Adapt national training materials for local use in relation to the defined training programme and develop additional local materials if required 

To clearly demonstrate a methodical approach in dealing with set targets involving the training of end-users within defined timescales for both ContactPoint and the Integrated Working Training Programme.

To support and mentor staff in understanding the values and practice of the principles of ContactPoint. 

To work closely with partners to successfully promote multi agency working and multi agency approaches to process/system developments. 

To perform all functions of the post consistent with current legislation and within the established policies, standards and procedures. 

To be accountable for all the functions of the post within the boundaries of delegated responsibility. 

To write/update relevant information/materials for the Council Web Site.

To ensure content/volumes of delegate training materials are developed/maintained to a high standard and are fully accessible by all concerned.

To demonstrate effective business principles during the marketing of training programmes.

To ensure managers are fully informed of their auditing responsibilities
To act as a “help-desk” facility – providing a high level of support for all trained 

end-users.

.
Promote and comply with the Council’s policies on Equal Opportunities and Health and Safety both in the delivery of services and the treatment of others.

To take responsibility for own professional development including a commitment to maintaining up to date knowledge about national and local initiatives in relation to social care training.
To work flexibly in the interests of Trafford CYPS. This may include the performance of any other duties which correspond reasonably to the general character of the post and are commensurate with the appropriate level of responsibility. To work outside of core hours as can reasonably be expected when required.

Standard Statements

Health and Safety

To operate safely within the workplace with regard to the Council’s health and safety policies, procedures and safe working practices.  To be responsible for your own Health and Safety and that of other employees.
Equalities & Diversity

To work within the Council’s Equalities and Diversity Policy, embracing through personal example, open commitment and clear action that diversity is positively valued, resulting in access for all by ensuring fair treatment in employment, service delivery and external communications.

Customer Care

To continually review, develop and improve systems, processes and services in support of the Council’s pursuit of excellence in service delivery. To recognise the value of its people as a resource.

Training and Development 

To identify training and development needs with your manager, taking an active part in your Personal Development and Review Plan. To access development opportunities as they arise and share learning with others and where appropriate, actively encourage a learning environment and development within others.

Policy 

To work at all times within the established policies and practices of the Council, within the framework established by the Council Constitution and associated guidance.

Confidentiality

To adhere to the Council’s policies and procedures on confidentiality and the management and sharing of information.
Safeguarding Children
Trafford Children & Young People's Service is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 

Multi-agency Working

Trafford Children and Young People’s Service is currently undergoing major strategic and operational change as part of the ‘Every Child Matters’ Agenda to improve outcomes for Children and Young People.  This requires Multi-Agency working with partner organisations in order to deliver a more integrated service.  As a result of this the nature of individual jobs may change.  Existing duties may be lost and other duties gained without changing the level of responsibility entailed. Post holders will be consulted at the appropriate time should changes to an individual’s post be necessary.

Disclosure of Criminal Background (if applicable)

All employers are required to check with the Criminal Records Bureau the possible criminal background of staff and volunteers who apply to work with, or will have access to information about, children and young people or vulnerable service users.

If it is a requirement of the post that such a check be undertaken, successful applicants will be asked to complete and sign a Disclosure Form giving permission for the screening to take place. Having a criminal record will not necessarily bar you from working within Trafford Children and Young People’s Service. This will depend on the nature of the position and the circumstances and background of any offences. Please note applicants refusing to sign the form or failing to disclose any convictions will not be progressed further.

Children & Young People's Service is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

PERSON SPECIFICATION
Post:
Training Officer
Department:
Service Development Team
Grade:

Band 6 (subject to final decision)
STAGE ONE:
Disabled candidates are guaranteed an interview if they meet the essential criteria

	MINIMUM ESSENTIAL REQUIREMENTS


	METHOD OF ASSESSMENT *

	1.  Qualifications/Training etc.

	DIPSW/CQSW/CSS.

Substantial post-qualifying experience in children’s services 

Knowledge of competency based assessment

Knowledge of the Budget Holding Lead Professional.
The ability to seek out and respond positively to development opportunities as they arise, supporting and sharing learning with others


	A/I
A/I
A/I

A/I

A/I

	2.  Experience

	Training, facilitation, and communications

Planning, scheduling, and administration of training, with knowledge of relevant tools/software 

Development of clear, concise training materials

Experience of monitoring and evaluation training

Experience and basic understanding of the Every Child Matters agenda 
Experience of event organisation and coordination

Experience in using Word & Excel and Outlook or other diary management

Experience of cross agency working and of working with a range of different customers

	A/I
A/I

A/I

A/I

A/I

A/I

A/I

A/I


	3.  Knowledge and Understanding

	Good knowledge of child care legislation and the theoretical framework which underpins work with Children and Families.

A clear understanding of the Every Child Matters agenda and in depth understanding of ContactPoint, Common Assessment Framework Lead Professional.
Good knowledge of child care legislation
	A/I
A/I
A/I

	4.  Skills & Abilities

	Excellent verbal and written communication skills 

Able to plan, set standards, monitor and review. 

Able to organise time and workload effectively towards agreed targets.

Able to analyse information & respond appropriately

Able to support and motivate people

Able to work independently and as part of a team

Able to relate positively to a range of professionals, partners and other customers

Able to research and present information in a clear format

Ability to organise, plan and prioritise work, to meet deadlines and work under pressure.

Ability to understand and promote equality of opportunity and anti-discriminatory practice in all aspects of training and development.

To work as an effective member of a team and work collaboratively with departmental staff, and external organisations.

Ability to advise on professional development.

Excellent assessment skills and the ability to participate in formal assessment processes.

Good presentation skills.

	A/I
A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I



	5. Personal Qualities
	

	Demonstrate a desire to achieve success

Demonstrate the ability to communicate accordingly with differing hierarchical structures.

Demonstrate logical behavioural patterns whilst subject to sustained pressures.

Demonstrate clear individuality.
	A/I
A/I

A/I

A/I



