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Job Description and Person Specification Profile

	Job Title
	Referral and Information Officer (MASH) 

	Job ID
	J12

	Service
	Children’s Services

	Grade
	D

	Reporting to
	Senior Practitioner



	The Role

	
As Qualified Social Worker you will champion Tameside’s Heart of Support Practice Approach

At Tameside, we believe in:
· Compassion – understanding the lived experiences of children and families.
· Curiosity – asking questions that lead to deeper insight and better outcomes for children.
· Collaboration – working together across services to deliver joined-up support.
· Conversation – listening and engaging meaningfully with children, families and professionals.
· Courage – leading with courage, making bold and compassionate decisions that put children first.
The 5 C’s will be central to all the work that you complete. 

Working arrangements: 

Hours to be worked flexibly to meet the needs of the service, Core Hours are 8.30-5pm Mon-Wed, 8.30-4.30 Thursday and 8.30-4pm Friday. 

This is a part time role the working week will be18 hours these hours will be worked ideally over a Wednesday, Thursday and Friday.  

Post Objectives: 

· To provide accurate information and advice regarding services available to children and families from early help services and children’s social care, including partner agencies early help offer, and commissioned services.

· To provide a single access point for referral to all services.

· To receive and deal appropriately with all referral contacts to early help and children’s social care, under the direct supervision of social work qualified staff. 

Main duties and responsibilities: 

1. To effectively manage enquires into the MASH from members of the public, children and families, other agencies and professionals. 

2. To gather and accurately record data on the dedicated databases for all MASH Contacts/Referrals to inform decision making. 

3. To develop knowledge and understanding of local resources which are available to the families and young people of Tameside, e.g. local family hubs, leisure facilities etc. 

4. Demonstrate a clear understanding of Polices and Legislation which relate to the work area. 

5. Liaise with all agencies connected with children and families gathering information as required to ensure accurate, up-to-date information is recorded on the electronic systems.  

6. Seek advice and guidance from social workers to progress contacts quickly and effectively to enable decision making to be completed within the correct timescale. Contact other agencies/services as appropriate to minimise redirection of calls.

7. Contribute to data collection as required, both manually and electronically.  

8. Maintain confidentiality in line with current legislation.

9. Comply with internal policy and procedure.

10. To undertake such duties as reasonably corresponds to the general character of the post and are commensurate with the level of responsibility.

11. To be proficient in the use of all technology used within the MASH to help facilitate the smooth running of the service 

12. To contribute to the development of the Team, supporting new and less experienced colleagues, offering support and guidance and mentoring where required. 


Tameside Council is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.





	About You

	
	1. Educational standard/qualifications/membership of professional body
	Category

	Educated to GCSE level - 4 GCSE 1-9 A-F /or 
	

	any other Level 2 or Higher Level Qualification 
	Essential

	
	

	
	

	2. Experience
	

	Previous social care or experience in a related environment		
Experience of dealing with a large volume of telephone enquiries	
	Essential
Desirable

	Experience of working within a team & prioritising workload
	Essential

	Experience of contributing to service development
	Essential

	Experience of working within systems and processes			
	Essential


	Experience of interacting with services users over the telephone
	Essential 

	Experience of following process and procedures and working within
an environment governed by statutory legislation
	Desirable 

	
	

	
	

	3. Key Skills
	

	High level of interpersonal skills consistent with communication
with clients and staff at varying levels
	Essential

	Organisational skills	
	Essential

	Effective communications skills	
	Essential

	Ability to produce effective written work
	Essential

	Ability to gather clear and useful information
	Essential

	Ability to fulfil all spoken aspects of the role with confidence through
the medium of English
	Essential

	
	

	
	

	4. Key knowledge
	

	Working knowledge of multi agency children’s services	
	Desirable 

	Knowledge of services provided by voluntary agencies
	Desirable 

	Knowledge of community based services
	Desirable 

	Knowledge of children’s services policies & procedures		
	Desirable

	Knowledge of Equal Opportunities and Cultural awareness
	Essential

	
	

	
	

	5. Key aptitude and personal qualities
	

	Ability to be non-judgemental and awareness of impact of your own values
	Essential

	Ability to contribute towards good team working
	Essential

	Ability to seek out and develop own learning
	Essential

	Ability to prioritise workload
	Essential

	Ability to work flexibly within fluctuating demands	
	Essential 

	Ability to work on own initiative
	Essential

	Ability to communicate with clients, carers and staff at all levels	
	Essential 

	Ability to work under pressure	
	Essential 

	
	

	
	

	
	

	6.    Specialised training
	

	
	Prior use of LCS / EHM 						
 	Children Act Legislation						
	Minicom 									Safeguarding training							
	Desirable

	
	

	
	

	Categories


	(E) essential requirement without which the candidate would be unable to carry out the duties of the post

	(D) desirable features which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience, etc.









Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.

Good health and wellbeing is
important to all of us.

We relate

to others in
ways that we
want others to
understand and
relate to us. The

behaviour that we
model sets what
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