TLC: Talk, Listen, Change		Drive Panel Coordinator

TLC: Talk, Listen, Change

Role Profile

Job Title:  	Drive Panel Coordinator 
		

Salary: 	 	Grade 3: £25,165 - £29,654 per annum FTE based on 37 hours per week
		Annual Continuous Professional Development allowance
		Generous annual leave entitlement
		Birthday leave

Hours: 		Part time (30 Hours per week)
	
Contract:	Permanent 

Locations:	We value the importance of flexible working. Our services are a hybrid of online and in person delivery. This role can be home based or in our office, Trafford House, Chester Road Manchester, M32 0RS. If home based there will be a requirement to travel to the office for training and meetings. There will also be a requirement to work out of a Local Authority across Cheshire. We also value the importance of human connection so offer the flexibility to book working space in Trafford House. As in person external meetings and events return there will also be a requirement to travel across Greater Manchester and sometimes wider. 

Accountability:   Service Manager

Job Purpose:	

To support the delivery of an effective perpetrator and victim focused Domestic Abuse Perpetrator Panel meeting and co-ordinated response to perpetrators of domestic abuse.

Key Responsibilities:

Administration 
· To carry out administrative duties which may include:-
· Data collation and returns for Drive Project 
· Word processing/keyboarding
· Formatting documents
· Co-ordination of office diaries for associated meetings (MARAC and DAPP)
· Ordering resources 
· Secure E-Mail distribution of case lists 
· Filing and storage of information in compliance with GDPR
· To operate associated machinery/equipment which may include associated information systems and telephones, within specialist units/departments to collate data to secure sustainable funding and in line with commissioning requirements 
· Work within agreed timescales

Advice and Guidance
· Receive and respond to enquiries from representatives, including complex queries related to area of work
· Provide relevant information, on the phone, face-to-face or electronic based on existing Drive project procedures
· Deal with straightforward and escalated queries and escalate more difficult or complicated queries to Designated Officer

Organisation/Planning
· Organise, schedule and attend events/service meetings/resources including equipment, people and systems as directed
· Plan and organise own work and/or contribute to Drive project locally
· Co-ordinate with other members DAPP meetings 
· Service the meeting and collate data in line commissioning requirements 

Processes
· Follow, create and amend processes for use by self and others related to area of work in line with Drive guidance 
· Quality assure processes for use by self and others as directed
· May check stock levels and request supplies to service meetings
· Organise effective processes to ensure meetings run in accordance with guidance for perpetrator panels 

Record Keeping
· Create, store, maintain, retrieve and update records/data both manual and electronic on a local and national systems 
· Input and collate data on identified System(s) 
· Complete data reports for OPCC and commissioning arrangements in line with grant requirements
· Use and understand common systems relevant to area of work to enable manipulation of information and initial investigation of queries/problems

Research/Investigation
· To gather and collate research information for self and others
Follow-up enquiries as directed

Customer Service and Representation

· To present a positive image and service to both internal and external contacts
· Individuals are required to effectively engage with internal and external contacts at all levels, in order to provide a high-quality standard of service
Maintain confidentiality in relation to data protection issues and Management of Police Information (MOPI) standards and GDPR

In addition, the post holder must be prepared to undertake such additional duties which may result from changing circumstances, but which may not of necessity, change the general character or level of responsibility of the post.









Person Specification

	ATTRIBUTES
	ESSENTIAL
	DESIREABLE

	Qualifications
	Minimum 5 GCSE grade C or above, and must include English, IT and Maths. Must be able to demonstrate equivalent skills and abilities and experience to undertake the role

	Relevant experience relating to Violence against Women and Girls

and / or 

Relevant experience relating to Offender Management


	Skills
	Must be computer literate and proficient in Microsoft applications.

Ability to deal with high volume work efficiently and effectively

Able to demonstrate flexibility and adaptability in a pressurised environment

Must have excellent, verbal and written communications skills including having first class report writing skills 

Experience of teamwork 

	Offender Management or Police data 
systems experience

	Knowledge
	Understanding of the dynamics and behaviours displayed in relation to perpetration of domestic abuse.

Understanding of risk and risk management

Knowledge and understanding of statutory and non-statutory offender management

Knowledge and understanding of root causes, impact and prevalence of
violence against women and girls, domestic abuse and sexual violence


	Personal Attributes and other factors
	Serving the Public
Demonstrates a real belief in public service, focusing on what matters to the public and will best serve their interests
Understands the expectations, needs and concerns of different communities and strive to address them
Understands the impact and benefits of a needs led approach for different communities and identifies the best way to deliver services.
Develops partnerships with other agencies to deliver the best possible overall service.

Professionalism





Acts with integrity, in line with values of the Statutory and Voluntary Services
Takes ownership for resolving problems, 
Acts on own initiative to address issues, showing a strong work ethic and demonstrating extra effort when required
Upholds professional standards, acting as a role model to others and challenging unprofessional conduct or discriminatory behaviour
Remains calm and professional under pressure, defusing conflict 

Leading Change
Positive about change, adapting different ways of working and encouraging flexibility in others
Constantly looks for ways to improve service delivery and value for money, making suggestions for change and encouraging others to contribute ideas
Takes an innovative and creative approach for solving problems
Asks for and acts on feedback, learning from experience and continuing to develop own professional skills and knowledge

Managing Performance
Understands the organisation’s objectives and priorities and how own work fits into these
Plans and organises tasks effectively to maintain and improve performance
Manages multiple priorities, thinking things through in advance, balancing resources and co-ordinating activity to complete tasks within deadlines

Decision Making
Gathers, verifies and assesses information to gain an accurate understanding of situations
Considers a range of possible options before making clear, timely, justifiable decisions
Reviews decisions considering new information and changing circumstances
Exercises discretion and applies professional judgement, ensuring actions and decisions are proportionate 

Working with Others
Works co-operatively with others to get things done, willingly giving help and support to colleagues
Is approachable, developing positive working relationships and good team spirit
Explains things well, ensuring instructions are understood and talks to people using language they understand
Listens carefully and asks questions to clarify understanding, expressing own views positively and constructively
Persuades people by stressing the benefits of a particular approach, keeping them informed of progress and managing their expectations
Is courteous, polite and considerate, showing empathy and compassion
Deals with people as individuals and addresses their specific needs and concerns
Treats people with respect and dignity, dealing with them fairly and without prejudice regardless of their background or circumstances
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