
	


OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 

	[bookmark: _Hlk223507039]Personal Advisor



	Directorate:  
	People Services
	Division/Section: 

	Children’s Social Care & Early Help

	Grade:  

	5
	JE Reference:
	9647




	Job Purpose


	Working as part of a team undertaking direct work with children and families, to promote and safeguard their welfare, in accordance with their appropriate plans and strategies.   

To work with and provide sustained support to young people aged 16 years - 25 years who are or have been looked after or accommodated by a Local Authority to assist them to live an independent life in their community.

Working in an anti-oppressive way and ensuring equality of opportunity to ensure that young people receive appropriate levels of support.


	Key Tasks


	
To be responsible for an allocated case load of care experienced young people who may have multiple and complex needs. The responsibilities and duties for looked after children in line with the Children (Leaving Care) Act 2000 and 1989 Children Act whilst also act as an advocate for young people.  To attend ARP when necessary.  To ensure that refugees have legal representation and to offer practical assistance to link with refugee support services.  To ensure that housing applications are supported.  
 
To work with young people to ensure that their views and wishes are taken into account when completing assessments and developing Pathway Plans whilst maintaining regular contact with young people as required under the Children (Leaving Care) Act, 2000. To review the pathway, pan when the IRO drops away from the service post 18. To ensure appropriate risk assessments have been updated (including DASH)
 
To collaborate in the preparation of specialist assessments (such as Care Act Assessments, Capacity Assessments and Mental Health Assessments) which may be presented to court as evidence. To attend court in connection with these assessments if required to support young people. 
 
To follow the TRAM protocol when concerns have been raised about a young person. This may include chairing and minuting TAA meetings. 
 
To contribute and participate in the delivery of a duty system within the service Monday to Friday.
 
To promote the involvement of young people in all aspects of service delivery and pathway planning and develop and maintain relationships with young people who are or have been looked after.
 
To engage with internal and external organisations as required to encourage and secure permanence in accommodation, education, employment and training and health to enhance young people’s outcomes and target those young people who are classed as difficult to engage and hard to reach in order to improve their life chances (ie those who are NEET).
 
To continue to implement and review accordingly individual pathway plans for young people in partnership with young people and other agencies to ensure an appropriate service is delivered to meet assessed needs and risks.
 
To ensure files and records are accurately maintained, reflecting partnerships with families, in        accordance with Council policies and procedures.  Information should be appropriately shared with other professionals.      This should include co-ordination, planning and review of pathway plans and to ensure young people receive sufficient financial support, develop independence skills and are supported where necessary in their progression to higher education and/or employment.
 
To manage a case load effectively, ensuring provision of written electronic records in line with the Council’s systems, policies, and procedures.
 
To contribute to the development of the team, and less experienced colleagues, offering support, guidance and mentoring where appropriate and to contribute to the development and promotion of the Post 16 Service.
 
To engage in regular team meetings and participate positively in Supervision and Reflective Supervision meetings with the Advanced Personal Advisor / Team Manager and to attend appropriate training as required.
 
To support in activities across Greater Manchester for care experienced young people. To Share  good practice and to continue to develop participation events across a national agenda. Links with National Leaving Care Bench Marking Forum. To ensure that social media platforms are updated regularly (bee connected app/face book)
 
To develop a local knowledge and understanding of resources which are available to meet the needs of the child and family, e.g. housing legislation, employment, education and training opportunities, the benefits system, local children’s centres, family activities, leisure facilities, support groups for child/family, support of health-related issues such as sexual health or drugs.
 
To support in the delivery of the work as a whole contributing to the development of less experienced colleagues and to support student social worker placement within the team. 




	Standard Duties:




	
1.
	
To actively promote the equalities and diversity agenda in the workplace and in service delivery.


	2.
	To uphold and implement policies and procedures of the Council, including customer care, data protection, finance, ICT, safeguarding and health & safety policies.


	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.


	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


	5.
	Undertake any additional duties commensurate with the level of the post.





	Contacts: 
Team members and other colleagues across the Council; children, young people and their families.
professionals from other agencies, including the health service and voluntary sector; members of the
public.




	Relationship To Other Posts in the Department:




	[bookmark: _Hlk95121094]Responsible to:  

	Team Manager 

	Responsible for:
	None



	Special Conditions:  

· DBS Check: Enhanced
· This post carries an Essential Car Users Allowance



	Values and Behaviours:


	By living our Values and Behaviours we will deliver the change we need to meet our Corporate ambitions for Oldham.
Our Values:
Proud
We take pride not only in what we deliver for the residents of Oldham but also in how we deliver it.
Ambitious
We recognise the challenges we face and are committed to setting high aspirations to overcome them, with determination and focus.
Together
· We believe in shared solutions, working across sectors and with our communities to achieve common goals and deliver the quality services Oldham deserves

	We have five Behaviours which outline the priority areas of focus for staff at all levels:

· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 
More information around our Values and Behaviours can be found on our Greater. Jobs pages together with information about the staff benefits we offer.




	
	DATE
	NAME
	POST TITLE

	Prepared
	Match 2024
	Gary McDermott
	Team Manager 

	Reviewed
	July 2025
	Gary McDermott and Tracey Taylor-Waite
	Leaving Care Team Managers

	Reviewed
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OLDHAM COUNCIL

PERSON SPECIFICATION


Job Title: Personal Advisor

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications

	
NVQ III in a related subject such as Child Care or Health & Social Care, or equivalent

	

	
Certificate
(to bring to interview)

	
Experience

	
Recent experience of working with young people preferably within a Post 16/leaving Care setting.

Experience of keeping accurate records, writing reports whilst updating and reviewing care plans
Analytical skills to research, collate, and interpret information, to make recommendations for action.

Experience of working in a team, supporting each other to achieve team objectives.

Experience of working co-operatively in partnerships with other agencies, such as health and the voluntary sector
	
Experience of working with diverse communities


Experience of writing and updating pathway plans
	
AF /I



AF / I




AF / I



AF / I




	
Skills & Abilities

	
Interpersonal skills to encourage and persuade others to engage with the Service and build constructive working relationships.

Organisational skills to prioritise own work, working under pressure to potentially conflicting deadlines.

Communication skills to explain information clearly to others, both spoken and in writing.

Interpersonal skills to work effectively with service users, colleagues, and other agencies.



Computer skills sufficient to undertake the tasks and duties outlined in the Job Description
	
Experience of working with young people and family’s



Ability to explain and discuss how to prioritise and work to set timescales. 

	
AF / I




AF / I



AF / I




AF / I



AF / I


	
Knowledge

	
Knowledge of the Children (Leaving Care) Act 2000 and 1989 Children’s Act (Children’s Act 2004, Children and Families Act 2014)

Knowledge of child development and good childcare practice, respecting cultural differences

An understanding of issues of working with diverse communities

An understanding of current child care legislation, child protection issues and local/national initiatives

An understanding of equal opportunities and anti-discriminatory practice

An understanding of why data protection and information security is important

	
Knowledge of housing options and legislation, and relevant benefits


Knowledge of child development and teenage support required for those young people leaving care




	
AF / I



AF / I



AF / I


AF / I



AF / I

	
Work Circumstances

	
Able to travel to different sites across the Borough.

Able to work outside of normal office hours on occasions, including early mornings, evenings, weekends, and Bank Holidays as necessary, according to the needs of the service.

Must be able to drive, have access to a vehicle for work, and have business insurance to be able to support young people and carry out the duties of the post.
	

	
Interview


Interview





Interview



Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).

Our Guaranteed Assessment Scheme supports candidates with disabilities, those who have previously been in or currently in care, those that are carers, and those whose last long term substantive employer was the Armed Forces.
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