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Title 
PERSONAL ADVISER 

Department 
CHILDREN FAMILIES AND CULTURAL SERVICES 

Post Ref. 
 

Job Purpose 
7R�PDQDJH�FRPSOH[�LQGLYLGXDO�FDVHV��LQFOXGLQJ�DVVHVVPHQW��SODQQLQJ��LQWHUYHQWLRQ�DQG�WKH�FR�RUGLQDWLRQ�RI�VHUYLFHV�WR�YXOQHUDEOH�\RXQJ�
SHRSOH�OHDYLQJ�WKH�FDUH�V\VWHP�LQ�DFFRUGDQFH�ZLWK�QDWLRQDO�&KLOGUHQ�$FW�UHJXODWLRQV�DQG�JXLGDQFH�DQG�ORFDO�SROLFLHV�DQG�SURFHGXUHV�����
�

Key Responsibilities 
�
��� 7R�ZRUN�WR�DFKLHYH�WKH�VSHFLILF�DLPV�DQG�REMHFWLYHV�RI�WKH�
$IWHUFDUH�6HUYLFH�DQG�WKH�&KLOGUHQ��)DPLOLHV�DQG�&XOWXUDO�
6HUYLFHV�%XVLQHVV�3ODQ���

��� 7R�ZRUN�FROODERUDWLYHO\�ZLWK�D�UDQJH�RI�SDUWQHU�RUJDQLVDWLRQV�WR�
DVVHVV��SODQ�DQG�LQWHUYHQH�ZLWK�YXOQHUDEOH�\RXQJ�SHRSOH�DQG�
WKHLU�IDPLOLHV���

��� 7R�PDQDJH�D�FDVHORDG�RI�LQGLYLGXDO�VHUYLFH�XVHUV�LQ�
DFFRUGDQFH�ZLWK�DVVHVVHG�ULVN�DQG�SROLFLHV�DQG�SURFHGXUHV�DQG�
WKH�&KLOGUHQ�$FW�JXLGDQFH�DQG�UHJXODWLRQV���

��� 7R�XVH�PDQXDO�DQG�FRPSXWHULVHG�V\VWHPV�IRU�WKH�UHFRUGLQJ�RI�
LQIRUPDWLRQ�DQG�GDWD�DQG�HQVXUH�WKDW�DOO�UHOHYDQW�UHFRUGV�DQG�
GRFXPHQWV�DUH�PDQDJHG�LQ�DFFRUGDQFH�ZLWK�SROLF\�DQG�
SURFHGXUHV�DQG�WR�NHHS�XS�WR�GDWH�FDVH�UHFRUGV�LQ�DFFRUGDQFH�
ZLWK�SROLF\���

��� 7R�FRQWULEXWH�WR�WKH�GHYHORSPHQW�DQG�GHOLYHU\�RI�LQWHUDJHQF\�
VWUDWHJLHV�UHODWLQJ�WR�YXOQHUDEOH�\RXQJ�SHRSOH���

��� 7R�DWWHQG�DQG�FRQWULEXWH�WR�VWDWXWRU\�FKLOG�FDUH�UHYLHZV�DQG�
SDUWLFLSDWH�LQ�PHHWLQJV�LQFOXGLQJ�WKRVH�LQ�D�YDULHW\�RI�VHWWLQJV�
DQG�LQVWLWXWLRQV�VXFK�DV�GLVWULFW�FRXQFLOV��KRVSLWDOV�DQG�FXVWRGLDO�
XQLWV��

��� 7R�ZRUN�IOH[LEO\�WR�PHHW�XVHU�QHHG��LQFOXGLQJ�XQVRFLDO�KRXUV�DV�
UHTXLUHG���

��� 7R�XQGHUWDNH�VSHFLILF�VSHFLDOLVW�UROHV�LQ�UHODWLRQ�WR�FRPSOH[�
DVVHVVPHQW�RU�VHUYLFH�GHYHORSPHQW��

��� 7R�EH�IXOO\�DZDUH�RI�WKH�SULQFLSOHV�RI�VDIHJXDUGLQJ�DV�WKH\�DSSO\�
WR�YXOQHUDEOH�FKLOGUHQ�DQG�\RXQJ�SHRSOH�LQ�UHODWLRQ�WR�ZRUN�UROH�

Key Accountabilities 
�
��� 7R�GHOLYHU�VHUYLFHV�ZLWKLQ�WKH�IUDPHZRUN�RI�WKH�&KLOGUHQ�
$FW�*XLGDQFH�DQG�UHJXODWLRQV�YROXPH���3ODQQLQJ�
7UDQVLWLRQV�WR�$GXOWKRRG�IRU�&DUHOHDYHUV��

��� 7R�DVVHVV�QHHG�DQG�GHOLYHU�VXSSRUW�DQG�SURJUDPPHV�RI�
LQWHUYHQWLRQ�WR�D�ZLGH�UDQJLQJ�JURXS�RI�\RXQJ�SHRSOH�
OHDYLQJ�FDUH�LQ�OLQH�ZLWK�'HSDUWPHQWDO�VWDQGDUGV��

��� 7R�DVVHVV�ILQDQFLDO�QHHGV�RI�\RXQJ�SHRSOH�DQG�PDQDJH�
WKH�VSHQGLQJ�RI�LQGLYLGXDO�EXGJHWV�IRU�DFFRPPRGDWLRQ�DQG�
PDLQWHQDQFH�IRU�\RXQJ�SHRSOH�����

��� 7R�XQGHUWDNH�YLVLWV��FRPSOHWH�DVVHVVPHQWV�DQG�UHYLHZV��
PDLQWDLQ�UHFRUGV�LQ�DFFRUGDQFH�ZLWK�SURFHGXUHV��

��� 7R�DFWLYHO\�SDUWLFLSDWH�LQ�DQG�FRQWULEXWH�WR�WKH�SURIHVVLRQDO�
GHYHORSPHQW�RI�VHOI�DQG�RWKHUV���

��� 7R�GHOLYHU�VHUYLFHV�ZLWKLQ�WKH�6HUYLFHV�VFKHPH�RI�
GHOHJDWLRQ�IRU�VDIHJXDUGLQJ�FKLOGUHQ�DQG�ORFDO�
VDIHJXDUGLQJ�FKLOGUHQ�ERDUG�SROLFLHV���

��� 7R�SDUWLFLSDWH�IXOO\�LQ�VXSHUYLVLRQ��DSSUDLVDOV��&RPSHWHQF\�
)UDPHZRUN��DQG�SUDFWLVH�REVHUYDWLRQV�DV�SDUW�RI�
SURIHVVLRQDO�GHYHORSPHQW�DQG�VXSSRUW��

��� 7R�PDLQWDLQ�DQ�XS�WR�GDWH�NQRZOHGJH�DQG�DZDUHQHVV�RI�
OHJLVODWLRQ��SROLF\��SURFHGXUH�DQG�SUDFWLVH�LQ�WKH�
SRVWKROGHUV�ILHOG�RI�ZRUN���

��� 7R�SDUWLFLSDWH�LQ�PHHWLQJV��FDVH�FRQIHUHQFHV��UHYLHZV�
�SODQQLQJ�PHHWLQJV�DQG�RWKHU�IRUXPV�DV�UHTXLUHG�DQG�
DSSURSULDWH���
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DQG�HQVXUH�WKDW�\RXU�OLQH�PDQDJHU�LV�NHSW�IXOO\�LQIRUPHG�RI�DQ\�
FRQFHUQV��7R�EH�SDUW�RI�3URWHFWLRQ�3ODQV�IRU�YXOQHUDEOH�FKLOGUHQ�
DQG��\RXQJ�SHRSOH�DV�QHFHVVDU\��

����7R�UHYLHZ�WKH�QHHGV�RI�LGHQWLILHG�FDUHOHDYHUV�WR�HQVXUH�WKDW�
SODQV�DQG�VHUYLFHV�UHIOHFW�FXUUHQW�QHHGV�DQG�ULVNV�XVLQJ�
&KLOGUHQ�$FW�3DWKZD\�3ODQQLQJ�*XLGDQFH���

����7R�FRQWULEXWH�WR�WKH�GXW\�DUUDQJHPHQWV�RI�WKH�/HDYLQJ�&DUH�
WHDP�VHHLQJ�\RXQJ�SHRSOH�E\�DSSRLQWPHQW�DQG�LQ�FULVLV��GHDOLQJ�
ZLWK�LQWHUQDO�DQG�H[WHUQDO�HQTXLUHV��SURYLGLQJ�VXSSRUW�
DVVLVWDQFH�DQG�LQIRUPDWLRQ�DV�UHTXLUHG��UHFRJQLVLQJ�WKH�QHHG�WR�
LQYROYH�RWKHU�PRUH�H[SHULHQFHG�VWDII�ZKHUH�DSSURSULDWH���

����7R�PDLQWDLQ�HIIHFWLYH�OLDLVRQ�DQG�ZRUN�LQ�SDUWQHUVKLS�ZLWK�RWKHU�
VWDII�RU�PDQDJHUV�DQG�RWKHU�DJHQFLHV��RUJDQLVDWLRQV�DQG�
LQGLYLGXDOV�DV�UHTXLUHG�DQG�DV�DSSURSULDWH��

����7R�DWWHQG�DQG�FRQWULEXWH�WR�WHDP�PHHWLQJV��LGHQWLI\LQJ�WUDLQLQJ�
DQG�ZKROH�VHUYLFH�HYHQWV��

����7R�FRRUGLQDWH�DQG�HQVXUH�WKH�GHOLYHU\�RI�D�ZLGH�UDQJH�RI�
VSHFLDOLVW�DQG�PDLQVWUHDP�VHUYLFHV�WKURXJK�DGYRFDF\��LQWHU�
DJHQF\�ZRUNLQJ�DQG�GLUHFW�LQWHUYHQWLRQ�WR�DFKLHYH�SRVLWLYH�
RXWFRPHV�IRU�D�GLYHUVH�JURXS�RI�YXOQHUDEOH�\RXQJ�SHRSOH�
LQFOXGLQJ�XQDFFRPSDQLHG�DV\OXP�VHHNLQJ�FKLOGUHQ��

����7R�SURYLGH�WUDQVSRUWDWLRQ�DV�QHHGHG�LQFOXGLQJ�WKH�WUDQVSRUW�RI�
VHUYLFH�XVHUV�LQFOXGLQJ�WKH�PRYLQJ�DQG�KDQGOLQJ�RI�JRRGV�DQG�
EHORQJLQJV������

����7R�HQVXUH�WKDW�WKH�YLHZV�RI�VHUYLFH�XVHUV�DQG�WKHLU�IDPLOLHV�DUH�
WDNHQ�LQWR�DFFRXQW�DQG�DUH�FHQWUDO�WR�WKH�SODQQLQJ�DQG�GHOLYHU\�
RI�VHUYLFHV���

����7R�GHVLJQ��FR�RUGLQDWH�DQG�GHOLYHU�LQGHSHQGHQFH�SUHSDUDWLRQ�
WUDLQLQJ�WR�JURXSV�RI�YXOQHUDEOH�\RXQJ�SHRSOH���� � � � � �
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�

����7R�EH�UHVSRQVLEOH�IRU�FRQYHQLQJ��FKDLULQJ�DQG�UHFRUGLQJ�
3DWKZD\�3ODQQLQJ�PHHWLQJV�ZKHUH�UHTXLUHG��

����7R�SUHSDUH�UHSRUWV�IRU�VWDWXWRU\�UHYLHZV�IRU�ORRNHG�DIWHU�
FKLOGUHQ��FDUHOHDYHUV�DQG�FKLOG�SURWHFWLRQ�DQG�
VDIHJXDUGLQJ�PHHWLQJV�DV�UHTXLUHG��

����7R�YLVLW�\RXQJ�SHRSOH�DW�KRPH�DQG�RWKHU�H[WHUQDO�YHQXHV�
LQ�DFFRUGDQFH�ZLWK�PLQLPXP�YLVLWLQJ�VWDQGDUGV��SROLF\�DQG�
SURFHGXUHV��

����7R�HQVXUH�WKDW�DOO�VHUYLFHV�GHOLYHUHG�WDNH�LQWR�DFFRXQW�
GLYHUVLW\�DQG�VRFLDO�MXVWLFH�LVVXHV��

�
�
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7KH�SRVW�KROGHU�ZLOO�SHUIRUP�DQ\�GXW\�RU�WDVN�WKDW�LV�DSSURSULDWH�IRU�WKH�UROH�GHVFULEHG 
�
�
�
�
�
�
�
�
�
�

Person Specification 
�

Education and Knowledge 
�
��� (GXFDWHG�WR�PLQLPXP�*&6(�OHYHO�&�RU�DERYH�LQFOXGLQJ�0DWKV�
DQG�(QJOLVK��

��� )XOO�GULYLQJ�OLFHQFH��XQOHVV�GLVDELOLW\�SUHFOXGHV�WKLV���
��� 5HOHYDQW�TXDOLILFDWLRQ��
��� .QRZOHGJH�DQG�XQGHUVWDQGLQJ�RI�KXPDQ�JURZWK�DQG�
GHYHORSPHQW��DQG�WKH�SDUWLFXODU�LVVXHV�UHODWLQJ�WR�\RXQJ�SHRSOH�
OLYLQJ�FDUH���

��� 5HOHYDQW�OHJLVODWLRQ��JXLGDQFH�LQFOXGLQJ�&KLOGUHQ�$FW�������������
&KLOGUHQ��OHDYLQJ�&DUH��$FW������5HJXODWLRQV�DQG�*XLGDQFH��
&KLOGUHQ�DQG�6RFLDO�:RUN�$FW�������

��� $ZDUHQHVV�RI�UHODWHG�NH\�DJHQFLHV��
��� 8QGHUVWDQGLQJ�RI�SDUWQHUVKLS�ZRUNLQJ��

Personal skills and general competencies 
�
��� $�KLJK�OHYHO�RI�SHUVRQDO�GULYH�DQG�FRPPLWPHQW�WR�H[FHOOHQW�
FXVWRPHU�FDUH�DQG�WKH�DELOLW\�WR�VHW�DQ�H[DPSOH�IRU�RWKHU�VWDII�

�
�� 6WURQJ�LQWHUSHUVRQDO�VNLOOV�WR�JDLQ�WKH�DJUHHPHQW�DQG�
DFFHSWDQFH�RI�RWKHUV�LQFOXGLQJ�FROOHDJXHV��VHQLRU�PDQDJHUV�
DQG�FXVWRPHUV��

�
�
��� $ELOLW\�WR�PDNH�GHFLVLRQV�DQG�VROYH�SUREOHPV�WR�PHHW�
RSHUDWLRQDO�WDUJHWV��LQYROYLQJ�GHYLVLQJ�VROXWLRQV�DQG�
SULRULWLVLQJ�WKH�UHVRXUFHV�DYDLODEOH�

�
�Experience 
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�
���([SHULHQFH�RI�ZRUNLQJ�ZLWK�D�GLYHUVH�JURXS�RI�\RXQJ�SHRSOH�
WKURXJK�SDLG�RU�YROXQWDU\�ZRUN��

���([SHULHQFH�RI�IRUPLQJ�DQG�VXVWDLQLQJ�SRVLWLYH�UHODWLRQVKLSV�ZLWK�
\RXQJ�SHRSOH�DQG�PDNLQJ�DSSURSULDWH�LQWHUYHQWLRQV�� � � � � �

��� ,QIRUPDWLRQ�WHFKQRORJ\�VNLOOV�LQFOXGLQJ�WKH�XVH�RI�GDWDEDVHV�
DQG�ZRUG�SURFHVVLQJ��

��� 8QGHUWDNH�QHFHVVDU\�DGPLQLVWUDWLYH�GXWLHV��
��� (QVXUH�WKH�&RXQW\�&RXQFLO¶V�SROLFLHV�IRU�IDLUQHVV�DQG�UHVSHFW�
DUH�GHOLYHUHG�LQFOXGLQJ�VHWWLQJ�KLJK�SHUVRQDO�VWDQGDUGV��

��� 7DNH�DQ�DFWLYH�UROH�LQ�PDQDJLQJ�ULVN��KHDOWK�DQG�VDIHW\�DQG�
VDIHJXDUGLQJ�LVVXHV��

��� $ELOLW\�WR�ZRUN�RQ�RZQ�LQLWLDWLYH�DV�ZHOO�DV�SDUW�RI�D�WHDP��
��� $ELOLW\�WR�PDQDJH�DQG�GHYHORS�HIIHFWLYH�VWUDWHJLHV�ZKHQ�
ZRUNLQJ�ZLWK�\RXQJ�SHRSOH�SUHVHQWLQJ�FKDOOHQJLQJ�EHKDYLRXU��

�

Role Dimensions 
�

���0DQDJLQJ�D�FDVHORDG�RI�\RXQJ�SHRSOH�DOORFDWHG�ZLWKLQ�WKH�&KLOGUHQ
V�6RFLDO�&DUH�7KURXJK�FDUH�VHUYLFH���
���+DQGOLQJ�RI�SHWW\�FDVK�XS�WR�WKH�YDOXH�RI������RU�DV�UHTXLUHG�GHSHQGLQJ�RQ�VHUYLFH�QHHG��
���8VH�RI�3XUFKDVH�FDUG�DQG�DFFRXQWDEOH�IRU�PRQWKO\�VSHQGV�RI�XS�WR��������

$SSURYDO�RI�VSHQGLQJ�XS�WR���������
Please attach a structure chart 

�
'DWH������������ � � � � �


