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JOB DESCRIPTION & PERSON SPECIFICATION

Job title: Youth in Mind: Connect Early Years Coordinator

Service: Bradford Perinatal Support Service

Salary: Grade 3 Point 20-23  

Hours: 22.2 hours per week (part time) 

Location: Across the Bradford District

Responsible to:  Perinatal Support Service Manager
Job Summary:
Youth in Mind: Connect delivers evidence-based group support, with targeted one-to-one input to support engagement and group readiness, helping children and families access the right help at the right time.

As Early Years Coordinator you will oversee the 0-5 element of the YiM: Connect offer. This will include planning, coordinating, and delivering a programme of groupwork with parents and 0-5 year olds. This programme will focus on strengthening parent-infant and parent-child relationships, encouraging secure attachment through interaction and play. The programme with encourage appropriate independence, including school readiness for 3-5 year olds. You will Triage and manage referrals and develop session plans. You will also line manage and supervise the Early Years Practitioner and coordinate engagement activity and 1:1 support. 

Key Tasks & Responsibilities 

1. Plan and oversee the running of the groupwork programme. 

2. Provide effective line management and supervision for the Early Years Practitioner.

3. Develop the groupwork programme, based on Theraplay principles. Create session plans for play and attachment groupwork for 0-2 year olds and for 3-5 year olds, in partnership with the Service Manager and the Early Years Practitioner. 

4. Ensure that appropriate independence, including school readiness for 3-5 year olds, is incorporated into the programme. 

5. Utilise evidence-based play approaches to strengthen attachments between parents and children.  Support new parents and parents of young children to understand the emotional needs of their infants and children, promoting secure attachment.

6. Communicate clearly and effectively with delivery partners, and with parents and carers, to ensure smooth running of groupwork sessions. 

7. Organise and book venues for the sessions and ensure risk assessments are in place. 

8. Co-deliver the groupwork programme with the Early Years Practitioner. 

9. Record group sessions on the case management system including observations and feedback. Collect and collate evaluation of the programme. 

10. Review and develop the programme on an ongoing basis, being responsive to child and family voice. 

11. Maintain systems for monitoring and collation of quantitative and qualitative data, for feedback to the Youth in Mind: Connect partnership, commissioners, and Family Action, working in partnership with the Service Manager.

12. Embrace and implement Family Action’s Equality & Diversity Policy in every aspect of your work and positively promote its principles amongst colleagues, service users and other members of the community. 

13. Comply with Family Action’s Health and Safety and Data Protection policies and protect your own and others’ health, safety and welfare.
 
14. Work flexibly as may be required by the needs of the service and carry out any other reasonable duties as required.  
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PERSON SPECIFICATION 

	Requirements 
	Essential
	Desirable

	Education, Qualifications & Background 

	1 
	Educated to a degree level in Early Years, social care, working with families, or community development, or relevant NVQ qualification at Level 4
	✓
	

	Experience 

	2
	Experience of developing, planning, organising and delivering evidence-based group-work programmes.
	✓
	

	3
	Experience of line managing staff and providing supervision. 
	
	✓

	4
	Experience of working with parents and their babies and young children
	✓
	

	5
	Experience of working in the Early Years, focused on child development, early education, and/or play provision
	✓
	

	6
	Experience of supporting families with 3-5 year olds in preparation for starting school

	✓
	

	Knowledge & Skills 

	7
	Knowledge of child development and developmental milestones, early education and communication
	✓
	

	8
	Understanding of attachment, and ability to communicate to parents and carers about the importance of attachment
	✓
	

	9
	Understanding of the importance of play-based interactions in supporting learning and development, and the parent-child relationship.
	✓
	

	10
	Awareness of guidance shared on the Best Start in Life website, particularly around school readiness.
	✓
	

	11
	Good understanding of safeguarding, and a commitment to Family Action’s and Bradford’s procedures related to safeguarding.
	✓
	

	12
	Excellent IT skills across a range for programmes including Powerpoint, Outlook, Word, Excel, Teams, and case management systems. 
	✓
	

	13
	Good literacy and numeracy skills. 
	✓
	

	14
	Strong communication skills, ability to engage with a range of audiences and tailor communication to meet different needs.
	✓
	

	15
	Ability to be resourceful, proactive and solution-focused
	✓
	

	16
	Good organisational skills, including time management, and the ability to organise groups and staff
	✓
	

	Values

	17
	Able to evidence Family Action’s values at all times, which underpin our mission of ‘building stronger families’ by: 
· Being people focused 
· Reflecting a ’can do’ approach 
· Striving for excellence in everything we do 
· Having mutual respect for everyone we work with, work for and support through our services 
	✓
	

	18
	Be committed to equal opportunities and uphold and comply with Family Action’s Equality, Diversity & Inclusion policy in all aspects of your work, promoting its principles amongst colleagues, service users and other members of the community. 
	✓
	

	In addition

	19
	Willing to work hours in a flexible way to meet the needs of the service
	✓
	

	20
	Ability to drive and access to a business insured vehicle to travel across the Bradford district
	
	✓

	21
	Appointments are subject to Family Action receiving a satisfactory disclosure from the Disclosure and Barring Service – Enhanced disclosure
	✓
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