TLC: Talk, Listen, Change		Drive Panel Coordinator

TLC: Talk, Listen, Change

Role Profile

Job Title:  	Drive Panel Coordinator - Lancashire
		

Salary: 	 	Grade 3: £25,877 - £30,322 per annum FTE based on 37 hours per week
		Annual Continuous Professional Development allowance
		Generous annual leave entitlement
		Birthday leave

Hours: 		Part time (20 Hours per week)
	
Contract:	Fixed term until March 2027 (with the possibility of extension)

Locations:	We value the importance of flexible and hybrid working. This role will support the operations of the DAPP (Domestic Abuse Perpetrator Panels) across Lancashire.  

Accountability:   Drive Service Manager

Job Purpose:	

To support the delivery of an effective perpetrator and victim focused Domestic Abuse Perpetrator Panel meeting and provide administrative support to the team.

Key Responsibilities:

Administration 
· To carry out administrative duties which may include:-
· Data collation and returns for Drive Project 
· Processing referrals into Drive.
· Attending and contributing to team meetings. 
· Preparation and distribution of agenda’s and minutes for DAPP meetings. 
· Researching Police Systems for background information.
· Co-ordination of office diaries for associated meetings (MARAC and DAPP)
· Ordering resources 
· Secure E-Mail distribution of case lists 
· Working to deadlines. 


Advice and Guidance
· Receive and respond to enquiries from other agencies. 
· Support the work of the Team by providing administrative support. 
· Provide information on DAPP to other agencies and monitor attendance. 

Organisation/Planning
· Work to deadlines to support the administration of the DAPP meetings. 
· Work independently managing own workload. 
· Work closely with other agencies providing and receiving information for the meetings. 
· Collate data in accordance with the commissioning requirements. 
· Contribute to the development of the service.
· Support in the development and implementation of operational procedures. 

Processes
· Develop the DAPP meetings in accordance with the Drive model of work. 
· Ensure that policies and processes adhere to Drive and TLC: Talk, Listen, Changes procedures. 
· Order stationary/equipment for the team. 

Record Keeping
· Update and maintain referral information on the case management system. 
· Support the Service Manager in providing data for commissioners and Drive Central. 


Customer Service and Representation

· To present a positive image and service to both internal and external contacts.
· To promote Drive within other organisations. 
· Maintain confidentiality in line with 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 process referrals updating a case management system. 

Able to demonstrate flexibility and adaptability in a pressurised  environment.

Excellent, verbal and written communications skills including producing minutes.   

Experience of teamwork. 

Strong organisational skills, with the ability to manage a high volume of work efficiently and effectively within agreed timescales. 

Able to demonstrate flexibility and adaptability in a pressurised environment. 

Competent numerical skills with the ability to interpret data and present findings. 

	Offender Management or Police data systems experience. 

	Knowledge
	Understanding of domestic abuse. 

Understanding of risk and risk 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
	A willingness to undertake training. 

Develops partnerships with other agencies to deliver the best possible overall service.


Acts on own initiative to address issues, showing a strong work ethic, demonstrating extra effort when required.

Remains calm and professional under pressure.

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.
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