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Job Title: Family Co-ordinator
Reports to: Family Services Manager
Remuneration: £ 26,160 - £27,593 per annum 
Working hours: This is a full-time position, working 37.5 hours per week, typically worked Monday to Friday 8.00am-4.00pm with a 30-minute unpaid lunch break. 
Benefits: 30 days annual holiday entitlement (FTE) plus bank holidays; ongoing training and development opportunities.

About Alice Charity
Alice Charity supports families facing challenging circumstances in Stoke-on-Trent and Newcastle-under-Lyme by providing practical and emotional support. Operating for over 14 years, the charity runs a variety of projects focused on Family Services and Early Years Services. Our proactive and community-led approach ensures that we continuously adapt to meet and exceed the needs of local families, children and stakeholders.

Role Purpose
As a Family Co-ordinator, you will work closely with the Family Services team and multi-agency partners to meet the needs of individuals and communities, aligned with local priorities.
You will hold a manageable caseload and co-ordinate tailored support packages for families, using a strengths-based approach. You will work collaboratively with children and families and their support networks to achieve positive outcomes.
Each day will be different, whether chairing an Early Help meeting, liaising with schools and professionals, conducting a home visit, or organising an activity for a young person.
You should be confident in supporting complex family situations, experienced in multi-agency collaboration, and comfortable working as part of a dynamic team. Regular supervision and a commitment to equality, diversity, and inclusion underpin this role.

Key Responsibilities
· Provide direct support though 121 interventions or via group work.
· Deliver tailored guidance and support to children and families, including conducting assessments, setting goals, and developing intervention 
· Conduct comprehensive needs and risk assessments.
· Advocate for children and families, ensuring their voices are central in decision-making.
· Build and maintain strong working relationships with community organisations, schools, and professionals.
· Collaborate with external agencies to secure additional resources and support.
· Represent Alice Charity at meetings, conferences, and community events.
· Carry out home visits and wellbeing calls, to develop holistic, supportive relationships.
· Promote strong family engagement to support positive outcomes.
· Maintain and update monitoring databases and spreadsheets.
· Ensure timely and accurate completion of reporting requirements.
· Manage resources effectively to meet family needs.
· Ensure compliance with internal policies and external legislation.
· Represent the charity professionally at events and functions.

Additional Information
"This job description provides an overview of the key responsibilities and expectations associated with the role. It is not intended to be an exhaustive list, and duties may evolve or change in response to the needs of the organisation. Team members are encouraged to approach their work with a focus on achieving outcomes, rather than limiting themselves to prescribed tasks."

We are committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.


As a requirement of our safer recruitment practices, this role will require an Enhanced DBS check or evidence that you are subscribed to the DBS Update Service information of which can be found here DBS Update Service - GOV.UK

This role is subject to both evidence and verification of relevant qualifications including proof of eligibility to work in the UK which will be discussed with you if your application is successful.



Person Specification – Family Co-ordinator 

	Criteria
	Essential
	Desirable

	Qualifications
	
	

	Relevant qualification in Family Support, Early Years, Social Care or related field OR equivalent professional experience.
	✓
	

	Experience
	
	

	Experience providing one-to-one and/or group support to children and/or families.
	
	✓

	Experience conducting needs analysis and risk assessments.
	
	✓

	Experience supporting families facing multiple challenges
	
	✓

	Experience working collaboratively with external agencies and professionals.
	       ✓
	

	Experience maintaining accurate records and reporting.
	        ✓
	

	Knowledge & Skills
	
	

	Awareness of the issues affecting families facing social, economic, or emotional challenges.
	✓
	

	Understanding of safeguarding, confidentiality, and professional boundaries
	✓
	

	Knowledge of early intervention approaches and strength-based practices.
	
	✓

	Personal Attributes
	
	

	Strong interpersonal skills; ability to build trusting relationships with children and families
	✓
	

	Ability to assess needs, set goals, and co-develop tailored support plans.
	✓
	

	Good organisational and time management skills
	✓
	

	Competence using IT systems, including databases, spreadsheets, and Microsoft Office.
	✓
	

	Ability to work independently and as part of a team
	✓
	

	Compassionate, non-judgmental, resilient, proactive and committed to making a positive difference.
	✓
	

	Commitment to equality, diversity, and inclusive practice
	✓
	

	Full UK driving licence and access to a vehicle
	✓
	





















Job Application Form
	Job title applying for
	

	Name 
	

	Address 
	



	Postcode 
	

	Phone 
	

	Email 
	


Employment History 
Please tell us about your employment history for the past 10 years, starting with your current/most recent employer. 
	Employers Name
	Date Started and End Date
	Job Title
	Duties
	Reason for leaving

	




	
	
	
	

	




	
	
	
	





[bookmark: _zidixfu2h1to]Education, Training and Qualification

	Date
	School / College / University 
	Qualification

	

	
	

	

	
	

	

	
	

	

	
	



Supporting statement 
Please tell us why you applied for this job and why you think you are the best person for the job.
	






















Interview arrangements and availability 
If you have a disability, please tell us if there are any reasonable adjustments we can make to help you in your application or with our recruitment process.
	







Are there any dates when you will not be available for interview?

	







When can you start working for us?

	







Right to work in the UK 
Do you need a work permit to work in the UK? (Please delete as appropriate) 
Yes / No
 
 References 
Please give the names and contact details of 2 people who we can ask to give you a reference. This must include your current / most recent employer.
We may ask them before an employment offer is made. We will not ask your current employer until we get your permission.  

	
	Referee 1
	Referee 2

	Name
	
	

	Employer / organisation
	
	

	Contact email
	
	

	Contact phone number
	
	


 
Declaration 
I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal. 
 
Name: 
 
Signature: 								Date: 








Self-disclosure form
  
You are being asked to complete this form because you have applied for a position where you will be working with children. You will also be required to undergo the relevant vetting and barring checks. 
All information you provide will be treated as confidential and managed in accordance with relevant data protection legislation and guidance. 
Personal details 
Name:  
Previous name(s):  
Address with postcode:  
Telephone/mobile number:  
Date of birth:  

Criminal record declaration 
Do you have any unspent conditional cautions or convictions in the UK or overseas? 
YES       NO  
 
If yes, please provide further information: 
 
Do you have any spent adult cautions (simple or conditional) or convictions in the UK or overseas that are not protected (i.e. eligible to be filtered) as defined by the Rehabilitation of Offenders Act 1974 in England, Scotland and Wales or the Rehabilitation of Offenders (Northern Ireland) Order 1978? 
YES       NO  
If yes, please provide further information: 
 
Barred list declaration 
 This role will be subject to an enhanced with barred list check in England, Northern Ireland and Wales or checks under the Protecting Vulnerable Groups scheme in Scotland. 
It is a criminal offence to apply for or accept a position working with children if you 
have been barred from/listed as unsuitable to engage in regulated activity/work 
with children. 
Are you included on the list of people barred from/listed as unsuitable to engage in regulated activity/work with children? 
YES       NO  
If yes, please provide further information: 
 
If you are not currently barred from working with children, have you been referred to the Disclosure and Baring Service (DBS) or Disclosure Scotland for consideration to be added to one of the lists? 
YES       NO  
If yes, please provide further information: 
 
Conduct declaration 
 Have you ever been known to any children’s services department or police as being a risk or potential risk to children?  
YES       NO  
 
If yes, please provide further information: 
 
Have you ever been dismissed for misconduct from any paid or voluntary position previously held by you? 
YES       NO  

If yes, please provide further information: 
 
Have you ever been under investigation for or subject to any disciplinary sanctions in relation to your conduct at the time of your employment? 
YES       NO  
If yes, please provide further information: 
 
Confirmation of declaration (tick box below) 
I agree that the information provided here may be processed in connection with recruitment purposes and I understand that an offer of employment may be withdrawn or disciplinary action may be taken if information is not disclosed by me and subsequently come to the organisation’s attention.  


In accordance with the organisation’s procedures if required I agree to provide a valid criminal record certificate and consent to the organisation clarifying any information provided on the disclosure with the agencies providing it. 
 

I agree to inform the organisation within 24 hours if I am subsequently investigated by any agency or organisation in relation to concerns about my behaviour towards children or young people.  


I understand that the information contained on this form, the results of the criminal record check and information supplied by third parties may be supplied by the organisation to other persons or organisations in circumstances where this is considered necessary to safeguard children. 


 
By signing below, I confirm that the information I have provided on this form is accurate. I understand that this information will not necessarily prevent me from being employed or appointed in the role above, and that I will be given an opportunity to discuss any concerns you might have before you make a final decision on my suitability for the role. 
Signature of candidate:  
Print name:  
Date:  
 Please send completed application to hayley.maydew@alicecharity.org
If you have any questions about the role, please contact the family support manager kelly.dunning@alicecharity.org.
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