
[image: ]JOB DESCRIPTION: Family Voice Coordinator 

Job Title:		Family Voice Coordinator 
Location:		Hybrid
Team/Directorate: 	Family and Community Services				
Responsible To: 	Operational Manager - EIP
Responsible For: 	N/A
Salary Band:		PS04


JOB PURPOSE

· To co-ordinate the engagement of children, young people, parents and carers to ensure that their voices are heard and enabling parents to design, shape, and improve the services that affect them.

[bookmark: _Hlk512342690]PRINCIPAL DUTIES AND RESPONSIBILITIES

· Coordinate and deliver a range of activities, events and channels to give families and their networks the opportunity to co-design, experience, and evaluate services 
· Establish methods of gathering and presenting views to influence and shape service delivery 
· Facilitate the recruitment and support of volunteers to support service delivery
· [bookmark: _Hlk520879804]Develop and deliver activities for families in line with relevant legislation, quality standards, best practice and codes of ethics to safeguard the service 
· Advise staff internally and externally around the application of coproduction principles to ensure that the users voice is represented in service delivery
· Monitor delivery of the service in line with contract requirements and produce and deliver reports to demonstrate the effectiveness of the service 
· Monitor specific project budgets to ensure effective delivery of the service
· Maintain the consistent application of all relevant policies and procedures including safeguarding, health & safety and equality & diversity to ensure a compliant service
· Undertake any other duties in order to meet service and organisational objectives following consultation with your manager


Key Relationships – Internal & External

· External – local partners
· Internal –Operational management members, staff and volunteers


JOB TITLE – Family Voice Coordinator

Person Specification


	
CRITERIA

	
ESSENTIAL
	
DESIRABLE

	Qualifications and specific training



	
	

	Experience
	· Significant experience of developing relationships and working with parents/carers and families
· Significant experience of planning, monitoring and evaluating your own work 
· Demonstrable experience of communicating through verbal and written presentations
· Demonstrable experience of engaging with groups 
· Demonstrable experience of partnership working at operational levels 
· Demonstrable experience of coaching and supporting volunteers with lived experience of services
· Demonstrable success in promoting diversity

	

	Knowledge


	· Understanding of the principles of coproduction and user voice
· Understanding of strength based and trauma informed approaches
· Understanding of safeguarding legislation and guidance
· Understanding of Health & Safety requirements and best practice

	

	Skills
	· Developed communication, report-writing and presentation skills
· Developed skills in engaging and motivating staff, volunteers and people with a range of needs
· Developed skills in creativity and original thinking with the ability to develop practical solutions to problems
· Developed skills in Microsoft Office, producing reports and using database systems
· Primary ability to engage organisations and partnerships
· Basic skills in literacy and numeracy
	
	

	Personal attributes




	· Sound judgement and awareness of organisational and political sensitivities
· Sound professional and tactical judgement and the ability to establish priorities and principles
· Resilient and able to work independently 
· Commitment to Positive Steps vision and values
· Commitment to the principles of coproduction and user voice

	

	Additional requirements





	· Being prepared to work flexibly to meet the needs of customers and the organisation
· Able to travel throughout the locality
· Enhanced DBS required
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