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	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 
· Working Together – building fantastic relationships with colleagues and customers 
· Continuous Improvement – Keeping great service delivery at the heart of everything we do
· Personal Growth – Learning, growing and developing ourselves 
· Accountability – doing what we say we are going to do
· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:
· A generous annual holiday allowance starting at 26 days per year (including bank holidays), increasing with long service
· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme
· Investment in your personal development 
· Free Car Parking at HBC sites 
· Flexible / hybrid working arrangements available
· Car leasing schemes
· Essential Monthly Car User Allowance

For further information about all the benefits we offer, please click HERE.


	About the Job 

	The Education Placement Officer will be responsible for sourcing education placements in the independent and non-maintained school sector.
More specific responsibilities include: -
· Conducting regional searches of schools to source and secure appropriate high quality education placements based on the identified needs of children and young people in accordance with Commissioning Team processes and statutory requirements.
· To maintain and update appropriate records and reports within the required timescale, in order to maintain an audit trail of  challenge and support as required by the service.
· Working with relevant partners to provide advice, guidance and support regarding placement matters. To ensure staff are aware of placement options and consultation responses, and advising on processes and procedures, including approval processes, completion of paperwork, following up queries, and providing challenge when processes are not followed or issues arise.
· To devise a data system that effectively monitors and records placement requests, agreed placements and payments.
· To devise a system that effectively monitors and records Contracts and Individual Placement Agreements with providers following approval processes, which clarify the terms and expectations of the placement.
· Support colleagues across the partnership with information required in relation to the referral process. Ensuring that all data is recording in appropriate council system in order to support data returns. 
· Developing and maintaining good communication and acting as a point of contact during the referral process, working closely with colleagues within children’s services and external partners including schools and health services.
· To collate and monitor the processing and payment of invoices in accordance with financial regulations and standing orders of the Council. 
· To analyse and collate information and feedback to demonstrate the impact of the placement process and its impact on commissioning activity.
· Provide information to Commissioners and Senior Management to support the monitoring of education placement market including new independent and non-maintained schools and maintaining up to date information such as Ofsted inspection gradings.


	About You

	The postholder will hold NVQ Level 3 or equivalent and have experience of working within a related Council area or within an education, health or social care setting.

In addition you will have:
· Excellent written and verbal communication skills including face to face, phone and on-line systems
· Experience of collaborative working with a range of partners and providers, and being able to influence, persuade and negotiate.
· Experience in using systems to analyse information; uptake of placements and reporting to key stakeholders.
· Experience of working with, challenging and supporting providers, settings and schools.
· Experience of writing reports identifying key lines of enquiry and demonstrating impact.
· A sound knowledge and understanding of Equality and Diversity, with the ability to focus on and deliver a quality service to the agreed standards.
· A clear aptitude with Information Technology and a range of systems that support brokering and monitoring arrangements.
· Experience of working effectively with multi agency teams. With the ability to solve problems and issues and make rational, realistic and sound judgements. ability to plan ahead and work in a systematic and organised way, manage time well and follow direction and procedures.
· The ability to work irregular/unsocial hours and travel as needed

As this role involves regular travel across the borough and sometimes further afield, a driving license and access to a vehicle are essential requirements.  Where appropriate, reasonable adjustments will be made in accordance with the provisions of the Equality Act

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.
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