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Title 
)RVWHULQJ�3DQHO�0DQDJHU�$GYLVHU 

Department 
<RXWK�)DPLOLHV�DQG�6RFLDO�:RUN�
 

Post Ref. 
      

Job Purpose 
Providing Agency Advice to the Fostering Panels, it is essential that you will have a good understanding of relevant Fostering 
legislation and regulations as well as the Agency’s policies, procedures and practice. Effective communication and negotiation 
skills and an attention to detail are required in the role as responsibilities will include liaison between the Agency, Agency 
Decision Maker, Chair and the Panels as well as on-going liaison with and feedback to relevant social work teams, and Panel 
Business support to ensure that an efficient and quality assured service is provided.  �
Key Responsibilities 
�
��� 3HUVRQDOO\�DQG�WKURXJK�WHDP�PHPEHUV�WR�GHOLYHU�WKH�WDUJHWV�VHW�

GRZQ�LQ�WKH�VHUYLFH�DQG�WHDP�SODQV��
�
��� 7R�UHVROYH�DQ\�VHUYLFH�GHOLYHU\�LVVXHV�ZLWKLQ�DYDLODEOH�
UHVRXUFHV��

�
��� 7R�LPSURYH�FXVWRPHU�VDWLVIDFWLRQ�OHYHOV�IRU�KLV�KHU�VHUYLFH��

�
��� 7R�DFW�DV�D�SURIHVVLRQDO�H[HPSODU�LQ�FDUU\LQJ�RXW�WKH�DERYH�
GXWLHV�ZLWK�D�µFDQ�GR¶�DWWLWXGH��

�
��� 7R�EXLOG�SRVLWLYH�UHODWLRQVKLSV�ZLWK�RWKHU�VWDII�DQG�FROOHDJXHV��

�
��� 7R�LQIRUP�WKH�6HUYLFH�0DQDJHU�RI�DQ\�FKDQJHV�LQ�WKH�
RSHUDWLRQDO�HQYLURQPHQW�LQFOXGLQJ�FXVWRPHU�VDWLVIDFWLRQ�LVVXHV��

�
��� 7R�HQVXUH�FRQILGHQWLDOLW\�RI�LQIRUPDWLRQ�LQ�UHVSHFW�RI�UHFRUGV�
PDLQWDLQHG�DQG�WDVNV�XQGHUWDNHQ�ZLWKLQ�1RWWLQJKDPVKLUH�
&RXQW\�&RXQFLO�&RXQW\�&RXQFLO�3ROLF\�DQG�UHOHYDQW�OHJLVODWLRQ���
7KLV�LQFOXGHV�PDLQWDLQLQJ�VWULFW�FRQILGHQWLDOLW\�LQ�UHODWLRQ�WR�
SHUVRQDO�LQIRUPDWLRQ��LQFOXGLQJ�WKDW�RI�VHUYLFH�XVHUV�DQG�RWKHU�
HPSOR\HHV��ZKLFK�PD\�EHFRPH�NQRZQ�WR�\RX�LQ�WKH�FRXUVH�RI�
\RXU�ZRUN�RU�DVVRFLDWHG�DFWLYLWLHV�HOHPHQWV�RI�WKH�UROH�

Key Accountabilities 
�
��� 0DQDJLQJ�DQG�PDLQWDLQLQJ���IRVWHULQJ�SDQHOV�WR�GHDO�ZLWK�
DVVRFLDWHG�DFWLYLW\��
�

��� 0DQDJH�WKH�SURFHVV�IRU�$'0�WR�FRQVLGHU�IRVWHULQJ�SDQHO�
UHFRPPHQGDWLRQV�DQG�DOO�GHFLVLRQV�SRVW�SDQHO��
�

��� (QVXULQJ�FRPSOLDQFH�ZLWK�1DWLRQDO�0LQLPXP�)RVWHULQJ�
6WDQGDUGV�LQ�WKH�ZD\�LQ�ZKLFK�SDQHOV�DUH�FRQVWLWXWHG��
VXSSRUWHG�DQG�UXQ��LQFOXGHV�UHFUXLWPHQW��LQGXFWLRQ�DQG�RQ�
JRLQJ�WUDLQLQJ��VXSSRUW�RI�LQGHSHQGHQW�3DQHO�PHPEHUV��
SHUIRUPDQFH�PDQDJHPHQW��DQQXDO�DSSUDLVDOV��&5%�
FKHFNV�HWF���

�
��� 7R�EH�UHVSRQVLEOH�IRU�OLDLVRQ�EHWZHHQ�WKH�DJHQF\�DQG�WKH�
IRVWHULQJ�SDQHOV��PRQLWRULQJ�DQG�UHSRUWLQJ�RQ�WKH�
SHUIRUPDQFH�RI�WKH�IRVWHULQJ�SDQHOV�DQG�WKH�DGPLQLVWUDWLRQ�
RI�WKH�IRVWHULQJ�SDQHOV��
�

��� 3URYLGLQJ�SURIHVVLRQDO�DGYLFH�WR�IRVWHULQJ�SDQHO�RQ�
OHJLVODWLRQ�DQG�DJHQF\�SROLF\�DQG�SURFHGXUH��WR�HQVXUH�
FRPSOLDQFH�ZLWK�VWDWXWRU\�UHTXLUHPHQWV��

�
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�
��� 7R�PDLQWDLQ�DQ�XS�WR�GDWH�NQRZOHGJH�RI�UHOHYDQW�OHJLVODWLRQ�DQG�

'HSDUWPHQWDO�SURFHGXUHV��DQG�WR�HQVXUH�WKDW�WHDP�PHPEHUV�
DOVR�WDNH�QHFHVVDU\�VWHSV�WR�IDPLOLDULVH�WKHPVHOYHV�DFFRUGLQJO\��

�
�
�

��� $VVHVVLQJ�DQG�DGYLVLQJ�RQ�WKH�TXDOLW\�RI�UHSRUWV�SUHVHQWHG�
WR�WKH�IRVWHULQJ�SDQHOV�DQG�$JHQF\�'HFLVLRQ�0DNHU��$'0��
WR�HQVXUH�DOO�QHFHVVDU\�LQIRUPDWLRQ�LV�DYDLODEOH��

�
��� 6SHFLILHG�VHUYLFH�WDUJHWV�ZLWKLQ�DJUHHG�UHVRXUFHV��

�
��� $OHUW�WKH�6HUYLFH�0DQDJHU�RI�LVVXHV�WKDW�FRXOG�DIIHFW�
SHUIRUPDQFH�

�
��
�

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

Person Specification 
�

Education and Knowledge 
�
��� (YLGHQFH�RI�FRQWLQXRXV�SURIHVVLRQDO�GHYHORSPHQW��
��� .QRZOHGJH�DQG�XQGHUVWDQGLQJ�RI�WKH�PDLQ�LVVXHV�DIIHFWLQJ�WKH�

VHUYLFH�DUHD��,QFOXGLQJ�SROLF\��VHUYLFH�LQLWLDWLYHV��DQG�WKH�UDQJH�RI�
W\SLFDO�FDVH�PDQDJHPHQW�LVVXHV�LQ�&KLOGUHQ¶V�6RFLDO�&DUH��

��� .QRZOHGJH�RI�WKH�SULQFLSOHV�DQG�SUDFWLFH�RI��

x� HIIHFWLYH�SHRSOH�PDQDJHPHQW���
x� H[FHOOHQW�FXVWRPHU�VHUYLFH��
x� DSSURSULDWH�ULVN�PDQDJHPHQW��

��� &46:�RU�&66�RU�'LS6:�
��� 6RFLDO�:RUN�(QJODQG�UHJLVWUDWLRQ�
��� )XOO�GULYLQJ�OLFHQFH��XQOHVV�GLVDELOLW\�SUHFOXGHV�WKLV��

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�

�
�
����$ELOLW\�WR�PHHW�DJUHHG�REMHFWLYHV�DQG�GHOLYHU\�WDUJHWV�E\�WKH��

HIIHFWLYH�XVH�RI�UHVRXUFHV��
Experience 

�
����)LYH�\HDUV�H[SHULHQFH�ZLWKLQ�WKH�VHUYLFH�DUHD��
����([SHULHQFH�RI�SODQQLQJ�DQG�RUJDQLVLQJ�WHDP�ZRUN�RU�FR�
RUGLQDWLQJ�FRPSOH[�DFWLYLWLHV��
�
�
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Role Dimensions 
�

����5HVSRQVLELOLW\�IRU�HIIHFWLYH�IXQFWLRQ�RI�WKH�DJHQF\¶V�IRVWHULQJ�SDQHO��DV�SDUW�RI�WKH�FRXQFLO¶V�IRVWHULQJ�VHUYLFH�DQG�PDQDJHPHQW�WHDP���
����1R�GLUHFW�ILQDQFLDO�UHVSRQVLELOLW\��
����1R�GLUHFW�UHSRUWV��EXW�ZRUN�FORVHO\�ZLWK�WKH�SDQHO�FR�RUGLQDWRUV�WR�HQVXUH�HIIHFWLYH�VHUYLFH�GHOLYHU\�

Please attach a structure chart 

�
'DWH��WK�)HEUXDU\������


