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Title 
Commissioning Team Short Breaks 

Service Organiser�

Department 
Children, Families and Young People 

Post Ref. 
 

Job Purpose 
%DVHG�ZLWKLQ�WKH�&RPPLVLVRQLQJ�	�3ODFHPHQWV�*URXS��&RPPLVLVRQLQJ�7HDP��WKH�6KRUW�%UHDNV�6HUYLFH�2UJDQLVHU�ZLOO�EH�UHVSRQVLEOH��IRU��
FR�RUGLQDWLQJ��PDQDJLQJ��DQG�VXSSRUWLQJ��WKH�WLPHO\�SURJUHVVLRQ�RI��6KRUW�%UHDNV�FRPPLVLVRQLQJ�UHTXHVWV�DQG�UHYLHZV�
�

Key Responsibilities 
�
��� 7R�DFW�DV�WKH�FRQWDFW�SRLQW�IRU�6KRUW�%UHDNV�FRPPLVVLRQLQJ�UHIHUUDOV�

��� 7R�KROG�UHVSRQVLELOLW\�IRU�PRQLWRULQJ�RI�WKH�&RPPLVVLRQLQJ�WHDP�

�6KRUW�%UHDN��GDWDEDVHV�DQG�HQVXUH�DQ\�JDSV�DUH�ILOOHG�LQ�

��� 7R�KROG�UHVSRQVLELOLW\�IRU�WKH�SURJUHVV�FKDVLQJ�RI�LQIRUPDWLRQ�IURP�

SDUWQHU�DJHQFLHV�DQG�IDPLOLHV�QHHGHG�WR�LQIRUP�6KRUW�%UHDNV�

FRPPLVVLRQHG�VHUYLFHV�DQG�DXGLW�UHYLHZV�

��� 7R�VXSSRUW�&RPPLVVLRQLQJ�2IILFHUV�LQ�SUHSDULQJ�LQIRUPDWLRQ�IRU�QHZ�

FRPPLVVLRQLQJ�UHTXHVWV�	�DXGLW�UHYLHZ�RI�FDVHV�

��� 7R�RYHUVHH�EXVLQHVV�VXSSRUW�LQ�WKH�UHFRUGLQJ�DQG�DGPLQLVWUDWLRQ�RI�

GRFXPHQWDWLRQ�UH�FRPPLVVLRQLQJ�SURFHVVHV�

��� 7R�VXSSRUW�ZLWK�WKH�SRSXODWLQJ�RI�OHWWHUV�DV�SDUW�RI�WKH�FRPPLVVLRQLQJ�

DQG�UHYLHZ�DXGLW�SURFHVV�

��� 7R�SURYLGH�GDWD�DQDO\VLV�UHJDUGLQJ�6KRUW�%UHDNV�FRPPLVVLRQHG�

VHUYLFHV�

��� 7R�VXSSRUW�WKH�XS�NHHS�RI�DFFXUDWH�UHFRUGV�RQ�WKH�&RPPLVVLRQLQJ�

WHDP�GDWD�EDVHV�DQG�0RVDLF��

Key Accountabilities 
�
��� )RU�XSGDWLQJ�WKH�PRQLWRULQJ�RI�WKH�&RPPLVVLRQLQJ�WHDP�

GDWDEDVHV�

��� )RU�SURJUHVV�FKDVLQJ�RI�LQIRUPDWLRQ�UHTXLUHG�WR�LQIRUP�6KRUW�

%UHDNV�FRPPLVVLRQLQJ���

��� )RU�GRFXPHQWLQJ�DQG�UDLVLQJ�VDIHJXDUGLQJ�FRQFHUQV��

��� )RU�FRPSOHWLQJ�DFFXUDWH�DQG�WLPHO\�FDVH�UHFRUGV��

��� )RU�PRQLWRULQJ��ZLWK�WKH�VXSSRUW�RI�WKH�&RPPLVVLRQLQJ�
2IILFHUV��WKH�GHSDUWPHQWV�SURJUHVV�LQ�ZRUNLQJ�WR�UHOHYDQW�WLPH�
IUDPHV��

�
��� 7R�DGKHUH�WR�*HQHUDO�'DWD�3URWHFWLRQ�5HJXODWLRQV��

�
�



7LHU���±�([SHULHQFHG���3URIHVVLRQDO�6WDII�

��� 7R�KDYH�ZRUNLQJ�NQRZOHGJH�RI�WKH�&KLOGUHQ�DQG�IDPLOLHV�$FW�DQG�

6KRUW�%UHDNV�5HJXODWLRQV�

����7R�EH�FRPSHWHQW�LQ�GUDIWLQJ�UHOHYDQW�OHWWHUV�RQ�EHKDOI�RI�WKH�VHUYLFH��

����7R�PDLQWDLQ�D�JRRG�ZRUNLQJ�NQRZOHGJH�RI�VHUYLFH�SURYLVLRQ�DFURVV�

WKH�FRXQW\��VSHFLILFDOO\�LQ�UHVSHFW�RI�FRUH�XQLYHUVDO�VHUYLFHV��

����7R�SDUWLFLSDWH�LQ�UHJXODU�VXSHUYLVLRQ��

����7R�KDYH�UHJDUG�DW�DOO�WLPHV�IRU�WKH�FRQILGHQWLDO�QDWXUH�RI�WKH�ZRUN�DQG�

QRW�WR�GLVFXVV�RU�GLVFORVH�LQIRUPDWLRQ�WR�XQDXWKRULVHG�SDUWLHV��

����7R�FRQWULEXWH�WR��DV�DSSURSULDWH��VHUYLFH�GHYHORSPHQW�DQG�

HIILFLHQFLHV�

����7R�FR�RUGLQDWH�PHHWLQJV�ZLWK�VWDNHKROGHUV��ZKHQ�QHFHVVDU\��DV�SDUW�

RI�WKH�6KRUW�%UHDN�&RPPLVVLRQLQJ�DQG�&RQWUDFW�PDQDJHPHQW�

����7R�DOHUW�OLQH�PDQDJHU�WR�DQ\�VDIHJXDUGLQJ�FRQFHUQV��
�

����$Q\�GXW\�RU�WDVN�WKDW�LV�DSSURSULDWH�IRU�WKH�UROH�GHVFULEHG��
�

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

Person Specification 

Education and Knowledge 
 
��� .QRZOHGJH�RI�VDIHJXDUGLQJ�DQG�FKLOG�SURWHFWLRQ��

��� .QRZOHGJH�RI�(TXLW\�DQG�'LYHUVLW\��

��� .QRZOHGJH�RI�WKH�&KLOGUHQ�DQG�)DPLOLHV�$FW�DQG�6KRUW�%UHDNV�

5HJXODWLRQV��

��� .QRZOHGJH�RI�'LVDELOLW\��

��� .QRZOHGJH�RI�WKH�JUDGXDWHG�UHVSRQVH�LQ�HGXFDWLRQ��6RFLDO�

&DUH�DQG�+HDOWK���

��� ,7�6NLOOV��

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�

�
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Experience 
 
����([SHULHQFH�RI�ZRUNLQJ�LQ�DQ�DUHD�RI�(GXFDWLRQ�%XVLQHVV�

6XSSRUW�RU�&KLOGUHQ
V�6RFLDO�&DUH��
�
����(IIHFWLYH�FRPPXQLFDWLRQ�VNLOOV��YHUEDO�DQG�ZULWWHQ��

�
����7R�KDYH�DQ�XQGHUVWDQGLQJ�RI�ULVN��

�
����7R�KDYH�DQ�DELOLW\�WR�DFFXUDWHO\�UHFRUG�LQIRUPDWLRQ�LQ�D�WLPHO\�
PDQQHU�XVLQJ�UHOHYDQW�,7�V\VWHPV��
�

�����$ELOLW\�WR�LQLWLDWH�DQG�VXVWDLQ�SURIHVVLRQDO�OLQNV�UHODWLRQVKLSV�
ZLWK�SDUHQWV�FDUHUV�DQG�FROOHDJXHV�ERWK�LQVLGH�WKH�
RUJDQLVDWLRQ�DQG�H[WHUQDOO\��

�

����$ELOLW\�WR�PHHW�DJUHHG�REMHFWLYHV�DQG�GHOLYHU\�WDUJHWV�E\�WKH�
HIIHFWLYH�XVH�RI�UHVRXUFHV��

Role Dimensions 
�
����7R�FR�RUGLQDWH�DOO�VKRUW�EUHDN�FRPPLVVLRQLQJ�UHIHUUDOV�LQ�D�WLPHO\�DQG�HIILFLHQW�PDQQHU��HQVXULQJ�HIIHFWLYH�FRPPXQLFDWLRQ�ZLWK�WKH�

RULJLQDWRU�RI�UHIHUUDO�UHTXHVWV��
����7R�XSGDWH�DQG�PDLQWDLQ�WKH�&RPPLVVLRQLQJ�WHDP�GDWDEDVHV�
����7R�DVVLVW�WKH�WHDP�WR�PHHW�WKH�VHUYLFH¶V�FRUH�GXWLHV�RQ�D�GD\�WR�GD\�EDVLV�

Please attach a structure chart 

�
'DWH��5HYLVHG�7HPSODWH����������


