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Job Description

	Job Title
	Family Court Project Service Manager

	Department
	Family Court Companion Project

	Base Location
	166 Newport Road, Cardiff, CF24 1YQ

	Hours of Working
	37.5 over 7 days

	Salary 
	£21.000 per annum 


	Accountable To
	Director of Partnerships and Development

	Reports To
	Director of Partnerships and Development

	Line Management Responsibility
	Project and Liaison Coordinator and Case Workers


	Job Purpose:

To manage the operational aspects of the Family Court Companion Project and ensure contractual compliance and the efficiency of service delivery.
To lead in the establishment and integration of the service.

To lead in establishing a boundary layer between families and the criminal justice system and empower both sides to realise the consequences of their actions.
To directly address the risk of forced adoption, or other forms of removal from the family, as well as the direct risks to children living with parents that abuse substances or that function at some level beyond the hold of addiction.

To act as an honest broker between the courts and parents where required and establish child-centered contracts between the two that provide confidence of a move towards sustained recovery in exchange for the right to keep their children in their care, thereby preserving the family unit.

To offer a holistic package of support through multi-agency collaboration, enabling parents to provide a safe and nurturing environment for the child.



	Main Duties and Responsibilities:

· To manage all project delivery staff.

· To provide monthly supervision to all service delivery staff. 

· To manage caseworker caseloads.
· To develop and deliver the service to meet set targets in line with contract requirements.

· To act as a contact point for families involved in the family court process.

· To conduct assessments and signposting for individuals and families away from family courts, and to navigate and advocate on their behalf during the process.

· To promote the retention of the family unit where appropriate with regards to child safety, and at all times, promote and safeguard the welfare of children and vulnerable adults.

· To ensure consistency of service delivery across the project.
· To promote the development of relationships and cooperation with key stakeholders, specifically, through relationship and safeguard the welfare of children and vulnerable adults.

· To create positive relationships with CAFCASS and other appropriate agencies pre, during and post court engagement.
· To provide access to evidence-based treatment intervention packages to families who are involved in the family court process.

· To raise awareness about drug and alcohol issues within families affected by the family court process with professionals, parents, carers and extended family, and offer consultation to professionals and colleagues. 

· To provide support, information and advice to individuals and families in relation to substance misuse and it impact on the family court process.
· To deliver the service through the provision of assessment, action planning, engagement, retention planned discharge and onward referral as appropriate.

· To support families involved in the family court process in a holistic and flexible manner and to aid their understanding of the process and to advocate on their behalf during their engagement with the court.
· To support families to ensure that their choices and options are understood and that their choices/views are made known to the relevant authority in an appropriate manner.

· To provide written and verbal reports to the family court, social care or CAFCASS when requested.

· To deliver family focused training packages for internal staff and other professionals, including judges and other legal servants in the field to ensure maximum support for the service.
· To support the development of service protocols which are in line with the requirements of the service.

· To contribute towards a family recovery plan, provide guidance, and participate in review meetings.

· To maintain robust records of contacts and actions in line with contractual requirements and GDPR needs.

· To manage and provide support to a revolving caseload of service users involved in the family court process who may also be or have been substance misusers, through effective assessment and engagement.

· To actively contribute to case review meetings to ensure that communication between members of the team and other professionals is effective.

· To record service user statistics and activity on an appropriate CAIS led data system and assist in the preparation of reports when required. 

· To provide practical support, such as transport to meetings.

· To implement and deliver group work as appropriate. 


	General:
· To assist in the evaluation of the service and be involved in disseminating the findings as appropriate. 

· To attend national planning, team meetings, partnership agency meetings and steering group meetings as required.
· To lead/chair relevant meetings as and when required.
· To represent the project on boards and forums as required.

· To communicate skillfully and sensitively highly complex and sensitive information, taking into account any barriers to communication.

· To liaise with and support the CAIS Finance Team in ensuring that appropriate data and evidence is available to satisfy monitoring requirements, which will include conducting audits to validate information collected.

· To produce specific reports and guidance on the project as required for the effective running of operations.

· To develop and produce presentations for the promotion of projects.
· Be responsible and accountable for ensuring all aspects of Health & Safety Regulations are adhered to.
· Be accountable for ensuring all staff are conversant and compliant with CAIS Policies Procedures.
· Be accountable for ensuring the maintenance of confidentiality, with due regard to partnership arrangements, accountability, Confidentiality Regulations and appropriate legislation.
· Develop and maintain extensive working relationships with statutory partner agencies/organisations.

	Professional: 
· To participate in the CAIS continuous learning, development and appraisal process.
· To maintain professional accreditation and knowledge as appropriate to role.
· To attend training provided, organised or arranged by CAIS.
· To operate within and observe CAIS policies and procedures as amended and updated.



This Job Description provides a framework in which duties may be carried out, however it may be necessary to make alterations and adjustments from time to time to meet the needs of the service.

Person Specification for Office Manager
	
	Essential
	Desirable
	Method of Assessment

	Qualifications:


	Management qualification to minimum Post Graduate Diploma level.

OCN/NVQ level 3 or equivalent in family related work/working with complex families
	Substance misuse qualification
FDAP accreditation


	Certificates

Interview

	Experience:


	Compiling statistical reports.

Presentation experience.

Budget management.

Proven track record in meeting targets.

Enhanced knowledge of safeguarding children and vulnerable adults
Knowledge of drug and alcohol issues and their impact upon children, young people, parents, carers and families 

Proven experience of working within a community setting 

Proven experience of working with families providing psychosocial interventions

Experience of developing and implementing awareness raising and outreach initiatives through a variety of methods

Demonstrable experience of working in the health, social care or criminal justice setting

Experience of working with children, young people, families, parents and carers from culturally and social economic diverse backgrounds

Knowledge of parenting skills and issues

Experience in multi-agency/multi-disciplinary working

Understanding /experience of the development of community-based initiatives.


	Using information technology and database systems.

Experience of working within Children’s Social Care
Experience of working with the family court process

Enhanced knowledge of family law

Knowledge of family court process

Knowledge of the criminal justice system

Experience of working in the substance misuse field

Experience of developing and delivering training programmes

Knowledge of local service provision
	Interview



	Skills:


	Excellent planning & organisational skills
Ability to work on own initiative 

Knowledge and understanding of:

· Assessment, recovery planning and key working

· The issues affecting families involved with the family court process

· The issues affecting drug misusers

· Harm minimisation and relapse prevention in drug treatment

Excellent written and oral communication skills

IT skills & awareness linked to Windows 2000 driven software

Ability to work effectively as a team player in a collaborative and supportive environment

Motivational skills.

Managing people skills.

Budget management skills.

Presentation skills.

Administrative skills.

Change management practice.



	Understanding of solution focused Brief Therapy or motivational interviewing or CBT techniques

Ability to communicate effectively through the medium of Welsh
Welsh speaking.


	Interview

	Personal Qualities:


	Effective team leader.

Confident 
Positive in attitude and amicable

Ability to prioritise 

Ability to dealing with crises.

Reliable
Approachable. 

High expectations of self and others.

	
	Interview

	Other Relevant

Requirements:


	Willing and able to travel to various delivery sites/meeting as required

Commitment to professional development and willingness to undertake training

Flexibility of working times and locations 

Access to a car with business insurance and a valid driver’s licence.

	
	Interview
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