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Job title: 
 

Early Help Partnership Co-ordinator 
 

Full Time (37 hrs p/w) 
 

Date completed: 
 

February 2019 

Responsible to: 
 

Chief Executive Officer 

Responsible for: 
 

● See ‘Job Purpose’ below. 

 

Key contacts: 
 

• Voluntary and 
Community Sector 
organisations and 
networks; 

 

• Statutory sector social 
care and neighbourhoods 
staff; 

 

• Schools and other 
educational settings; 

 
• Frontline professionals 

within health, police and 
fire services 

 

 

This job description is a guide to the work you will initially be required to undertake.  It 

may be reviewed from time to time to meet changing circumstances and business needs. 

 

Job Purpose: 

You will play a lead role in growing and developing the Sandwell Early Help Partnership, working 

with a wide range of colleagues drawn from schools, health settings, voluntary and community 

organisations, Sandwell Police and Fire, Sandwell Council Children’s Services, and Sandwell 

Children’s Trust. 

You will create opportunities to build relationships and strengthen networks between support 

providers through members’ events, conferences and local meetings. 

You will develop and raise the profile of the Sandwell Early Help Partnership amongst support 

providers and community points of contact/ places of welcome, and will facilitate promotion of 

local services and activities to the general public. 

Job Description 
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You will work with local strategic partners, multi-agency team leaders and commissioners to grow 

and share intelligence around local need and to help inform decisions about how to best utilise local 

assets as well as to build capacity where it’s needed. 

 

Specific Duties and Responsibilities: 

 Developing strong personal networks across the range of providers of ‘universal’ 
children and families support in Sandwell 

 Marketing and promotion of the Early Help Partnership to frontline agencies across 
the borough and raising the profile with local strategic partners; signing up new 
members to grow the membership 

 Leading promotion of the Sandwell Family Life website to all stakeholders including 
the general public and encouraging all relevant agencies to sign up and list their 
services 

 Undertaking activities to understand the impact of the Early Help Partnership work 
including surveys, baseline assessments, monitoring and evaluation 

 Providing reports and insights into the experiences of universal service providers to 
enable the EHP Steering Group to effective perform their oversight function  

 Engaging commissioners, service managers and other significant service leads in 
dialogue on behalf of the EHP Steering Group to promote sharing of intelligence on 
emerging local needs and service gaps 

 Organising and co-ordinating networking activities and engagement events, including 
marketplace events for the public, to ensure that EHP membership is inclusive and 
diverse 

 Facilitating the sharing of news, information and good practice between providers, 
both through face-to-face contact and using electronic media, to improve local 
support and encourage better connections between agencies 

 Other activities as identified by the EHP Steering Group which will contribute to 
delivering the Early Help Strategy 

 

General Duties 

 Understand and promote the priorities, activities and best interests of SCVO, of the 

voluntary and community sector (VCS) in Sandwell, and of the Sandwell Early Help 

Partnership 

 Achieve agreed performance targets; 

 Treat with confidentiality any information about any organisation, its staff, trustees 

or clients that is sensitive, personal or private; 

 Provide information as appropriate and as requested to the production of SCVO 

communications, publications and databases; 

 Participate in supervision and annual personal reviews; 

 Identify personal and professional development needs in order to fulfil the ongoing 

requirements of the job; 



Early Help Partnership Co-ordinator:  Job Description and Person Specification. February 2019 

 Work at all times with due regard for health and safety; 

 Work harmoniously with colleagues and external partners; supporting others in their 

work; 

 Cover the work of colleagues during holidays or absences; 

 Attend SCVO staff meetings and other relevant internal meetings; 

 Continuously refresh knowledge in relation to job; 

 Share knowledge with colleagues to support SCVO to be a learning organisation; 

 Be aware of SCVO’s staff handbook and adhere to all its policies and procedures; 

 Demonstrate a clear commitment to working within SCVO’s equal opportunities and 

other policies; 

 Ability and willingness to travel to visit all parts of the borough (and beyond, should 

the need arise); 

 Ability to work out-of-hours (including evenings and weekends) as the needs of the 

role demand; 

 Ensure that SCVO’s equal opportunities policies are followed in all aspects of work; 

 Work in a way that supports the involvement of excluded groups and communities; 

 Co-operate in the formulation and development of systems for monitoring and 

evaluating the work of SCVO; 

 Contribute regularly to SCVO’s events and publications; 

 Carry out such other duties as may be required, commensurate with the grading of 

the post of Early Help Partnership Co-ordinator. 
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Job title: 
 

Early Help Partnership Co-ordinator 

Grade: 
 

NJC SCP 29 
£26,999 
 

Date completed: 
 

February 2019 

 

 Essential Desirable 

1. Disposition ● Friendly, self-confident and 

enthusiastic; 

● Self-motivated and results-

orientated; 

● Excellent interpersonal, oral and 

written communication skills with an 

ability to relate to a wide spectrum 

of stakeholders; 

● A strong sense of personal 

responsibility and accountability, 

with high professional standards; 

● Strong attention to detail; 

● Prepared and able to work to tight 

deadlines. 

● Able to engage people from 

different backgrounds, building 

rapport and making connections. 
 

● Seeks opportunities to work 

collaboratively, both inside and 

outside the organisation, in order to 

achieve results; 

● An innovative and flexible approach 

to achieving results. 

 

2. Education and 
Training 

● Able to identify personal and 
professional development needs 
and evidence of a commitment to 
continuing professional 
development; 

● Willingness to undertake training to 
ensure continuing development in 
post. 

 

● Educated to Degree level, or 
equivalent. 
 

 

3. Experience ● Experience of working with a range 

of people and partners across a 

range of sectors, particularly to 

engage, motivate and support them  

● Experience of communicating 

complex information in a readily 

accessible way; 

● Experience of managing networks 

of stakeholders and/or customers; 

● Experience of running events and 

other projects specifically to 

support networks; 
 

● Evidence of producing written 

material for a range of marketing 

and sales purposes; 

● Experience of working within a 

funding or commissioning 

environment. 

 

Person Specification 
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4. Special 
Knowledge 

 Able to influence and write 

persuasively – adapting to suit the 

style and ‘tone of voice’ of the 

reader; 

 Able to facilitate the group 

development of collaborative and 

‘joined-up’ approaches to service 

delivery across Sandwell. 
 

 Knowledge of issues relating to 

frontline provision of support to 

children, young people and families, 

e.g. safeguarding, thresholds, etc..  

 

5. Practical 
Requirements 
and Intellectual 
Skills 

● Able to maintain accurate data and 

information, populating 

organisational database and other 

records as appropriate; 

● Able to influence and sell new 

concepts to potentially sceptical 

stakeholders; 

● Able to innovate and develop new 

methods; 

● Competence and confidence in 

advanced use of office IT packages, 

e.g. Microsoft Office 365, Google 

Docs etc. and the ability to coach 

others in using electronic resources 

● Able to travel across the borough of 

Sandwell (and beyond, where the 

demands of the role require it – 

including overnight stays); 

● A flexible approach to working 

hours that meets the needs of the 

role including evenings and 

weekends from time to time; 

● A commitment to SCVO’s values 

and policies, including equality of 

opportunity. 
 

● Able to see the ‘big picture’; 
understanding the wider context 
and appreciating how their work 
contributes to it. 

 


