
Job Description
Job Title: Community Liaison
Service Function: Community Services
Salary range: £28,000 - £31,000 FTE
Hours: 2full or part time considered (20-35)
Base: Norfolk Opportunity Centre.
Hours: 22hrs per week (working pattern to be agreed)


Job Summary:
Autism Anglia are the leading charity operating across the entire East Anglia area, enhancing the lives of those with autism by using both person centered and holistic approaches. Our community connect team is there to support people that are awaiting an Autism assessment to offer guidance, and signposting in order that correct support can be accessed pre and post diagnosis. We have an exciting opportunity to expand our current team working in North Essex to move into Norfolk (with a base at our Norfolk Opportunity Centre in Dereham).
Communicating with multiple services and individuals will be part your every day, learning at each step about how to make care equitable for autistic people. In addition, you will run drop-in groups across the designated areas and work with schools and their teams allowing for smooth transition between services as required.
Responsibilities:
· Manage a caseload of individuals, working with them on an 1-1 basis supporting them to access appropriate services and agencies relevant to their needs within the community.
· Keep client notes updated in an appropriate, timely and professional manner.
· Set up and host weekly drop-in groups across Dereham and surrounding area providing a range of support and signposting when needed.
· Together with the lead community liaison, be responsible for ensuring that the service continually improves in line with internal recommendations, plans and external regulatory requirements.
· Develop positive and supportive relationships with all stakeholders and beneficiaries, to enhance the lives of autistic people.
· To attend team meetings, supervisions and partake in annual appraisals and objective setting.
· Supporting and interacting with colleagues, sharing information and updates on services and regulations, building links within the community.
· Engage with schools within the Dereham and surrounding areas to support individuals and increase awareness of autism
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· Provide training to a range of community groups, local business, and health providers.
· Collect and collate data that supports the continual development of the service.
· Identifying and supporting both pre/post-diagnostic pathways.

Person Specification:
Education and qualifications
	Essential
	Desirable

	Level 3 Certificate in Understanding Autism
	



Experience
	Essential
	Desirable

	Significant experience of working with autistic
people
	

	Experience of dealing with agencies and
community groups
	

	Experience  of  working  autonomously  and
managing own workload
	

	Experience of supporting and working as part of
a team
	



Skills and Knowledge
	Essential
	Desirable

	Ability to use MS office & other related software packages.
	

	Problem solving skills.
	

	Ability to create innovative solutions alongside individuals to help them meet identified outcomes.
	

	Knowledge of community services across the area
	





Personal Skills and Qualities
	Essential
	Desirable

	Empathetic & compassionate
	

	Car driver & have access to a vehicle in order to travel across North East Essex
	



CODE OF CONDUCT
All staff are required to work in accordance with their professional group’s code of conduct.
This job description is intended as a basic guide to the scope and responsibilities of the post and is not exhaustive. It will be subject to regular review and amendment as necessary in consultation with the post holder.
In addition to undertaking the duties as outlined above, the post-holder will be expected to fully adhere to the following:
Personal Development
To actively participate in an annual performance review (appraisal) and the development and implementation of a personal development plan.
To take responsibility for their own professional development ensuring professional standards are maintained and statutory and mandatory training is in date, attending any training as requested.
Equal Opportunities/Diversity
To observe Autism Anglia’s Equal Opportunities Policy providing equality of treatment and opportunity to employees, service users and service providers irrespective of sex, sexuality, age, marital status, ethnic origin disability.
Health & Safety
To take responsibility for the health & safety of themselves and other persons who may be affected by their omissions or actions at work.
To promote the organisations Health and Safety Policy and ensure matters are managed in accordance with it.


To co-operate with the charity to ensure that statutory and departmental regulations are adhered to. Report accidents, incidents and near misses, implementing corrective action where necessary.
Confidentiality and Data Security
To comply fully with the duties and responsibilities outlined within Autism Anglia’s Information
Governance Policy.
To comply with the Data Protection Act 1998, NHS Confidentiality guidelines (eg. Caldicott, GMC) and any code of practice on Confidentiality and Data Protection as accepted by Autism Anglia.
To ensure that all information collected, stored and used is done so in compliance with the above Act and any relevant Policy.
To preserve the confidentiality of any information regarding patients, staff records in your area (in connection with their employment).
To raise any matters of concern with your Manager/Director
Safeguarding
To recognise that promoting the welfare and safeguarding children, young people and adults is
everyone’s business and access training and supervision as appropriate to the role.
To support the organisation in ensuring service users are protected from abuse or the risk of abuse and their human rights are respected and upheld.
To ensure concerns are responded to appropriately in line with the organisations Safeguarding Adults Policy and the Child Protection Policy and safeguarding procedures.
To comply with recruitment and other checks as requested by the organisation including undertaking an Enhanced Disclosure via the Criminal Records Bureau.
Other
To be aware of and work in line with all the charity’s policies and procedures.
To carry out any other tasks as reasonably directedMark Moffat
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