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 City of Bradford Metropolitan District Council Job Profile
	Reference Number
	TO BE COMPLETED BY JEGS / HR

	Role Title
	 Short Breaks Assessment Manager

	Directorate
	Children Services

	Service Area
	 Improvement and Partnerships 

	Reports to
	 Head of Service SEND Inspection Support and Engagement 


	 

	



	Role Purpose (maximum of 3 points, with no sub bullet points)

	· The post-holder's main role is to manage the efficient day to day operational running of a team of Short Breaks Assessors responsible for the key functions set out in the Children's and Families Act 2014 and the SEND Code of Practice (2014) and all subsequent related legislation and local guidance for the identification and assessment of children with special educational needs (SEN).

· The post-holder will ensure that, at all times, his/her staff offer a consistent and high quality professional service and maintain positive and solution focused relations with schools, settings and other agencies with whom they come into contact.

· The post holder will ensure that electronic recording and management information systems relating to SEND Short Breaks are maintained to a consistently high standard, providing accurate and reliable child-level, provider and performance data. They will ensure that all relevant team members are confident and competent in the use of data and reporting systems, enabling effective service planning, performance monitoring, commissioning activity, quality assurance and the timely completion of individual, service and contractual requirements.



	Duties and Responsibilities (maximum of 15 points, with no sub bullet points)

	The points below represent a broad outline of key accountabilities. Although not expressly stated in this document, more detailed accountabilities and duties will naturally form part of such accountabilities.

· Under the post-holder's leadership, ensure the team consistently delivers high-quality Short Break assessments and associated processes within statutory timescales, meeting all relevant performance indicators and legislative requirements while maintaining a child and family-centred approach.
· Support the delivery and implementation of the Local Area SEND Strategy by contributing to priority workstreams, leading and facilitating relevant service improvement activities, and ensuring the completion of agreed action plans and service objectives under the governance of the Local Area SEND Strategic Partnership Board.
· Work collaboratively with children and young people, parent carers, and professionals across children’s and adult services to develop, coordinate and embed effective processes that ensure timely, person-centred support for children and young people with SEND, promoting positive outcomes and successful transitions.
· Through effective forward planning and regular staff supervision, ensure systems are embedded in day to day practice so that the authority's commissioned provision provides good value for money and delivers good outocmes relating to SEND and Short Breaks specifically.
· Through strategic planning, ensure that there is a detailed team plan in place including identification of risk management and a rolling workforce development programme for team members.
· Ensure that all staff are well informed of local and national guidance, and that they translate this in turn into accurate, consistent and timely advice to, families, schools and other partners.
· Maintain positive relationships with managers in other agencies including Health, Social Care and professionals in other local authorities on multi agency working so that complex casework and strategic work can be conducted in a spirit of mutual trust and co-operation.
· Work strategically with SENDIASS and Parent Carer Forum to improve parental confidence in all SEN procedures and Service Level Agreements.
· Through planned quality assurance arrangements, ensure that all Short Break activity, including assessments, support planning, reviews, and access to provision, delivers high-quality outcomes for children and young people with SEND and their families, while meeting statutory and service performance requirements.
· Record, analyse and report on all key performance indicators on a monthly basis and ensure that accountability is understood by all team members. Ensure that there is a shared team effort to address any short-fall in the performance of key performance indicators.
· Respond promptly to parental enquiries, complaints and contacts from elected members, local and regional organisations, members of the public, head teachers and governors.
· Contribute to the development and delivery of advice, guidance and training for professionals, providers and partner agencies to promote a consistent understanding of Short Breaks pathways, eligibility criteria, assessment processes and person-centred support for children and young people with SEND and their families.
· Full day to day responsibility for all staff management arrangements, leave, sickness and other matters in relation to the efficient running of the Short Breaks Assessment Team.
· Promote the work of the Short Breaks Assessment Team and raise awareness of SEND issues through reports to the Local Area SEND Strategice Partnership Board and through other means of communications (Local Offer).
· Promote and safeguard the welfare of children, young people and/or vulnerable adults.



	Dimensions of role (direct or indirect as applicable) e.g. total number of staff managed, total budget, total scope of role

	Total number of staff managed = 3

Total budget = None

Total scope of role = The role provides strategic and operational leadership for social care within the 0–25 SEND system, ensuring statutory compliance, high‑quality practice and strong alignment across Children’s Social Care, Adult Social Care and Education. It leads multi‑agency planning, manages SEND social care pathways (including Day 1 triage, Week 6 advice and Annual Reviews), and oversees the SEND IFD Hub to ensure coordinated and effective responses for children and young people with SEND.
The post holder is responsible for team leadership and workforce development, including supervision, performance management, recruitment and embedding continuous professional development. They ensure accurate recording, strong data quality, inspection readiness and robust quality assurance across all social care contributions to SEND processes.
The role also drives partnership working and service improvement, collaborating with parent carers, commissioners, schools, health, legal services and other partners to ensure sufficiency, inclusive practice, safe decision‑making and effective service design that meets the needs of all children, young people and families, including those from disadvantaged or minority groups.
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 Person Specification
	Knowledge / Skills / Experience required

	Recent leadership and management experience in an educational / social work context.

	Minimum of 5 years' post-qualification experience as a qualified Social Worker, or equivalent substantial experience of leading assessments, determining eligibility for support, and developing and reviewing provision and support packages for children and young people with disabilities under the Children and Families Act 2014. Where candidates can demonstrate extensive relevant experience and knowledge of the legislative framework, the requirement for a Social Work qualification may be waived.

	Experience of working in a management or supervisory capacity in other local authorities or settings.

	Experience of leading and managing staff through organisational change and improvement.

	Experience of supporting staff in managing complexity, conflict or dispute resolution.

	In depth knowledge of SEND legislation and safeguarding procedures and guidance.

	Knowledge of a broad repertoire of proven and effective SEND provision/strategies that transfer clearly into Education, Health and Care Plans.

	Experience of successful multi-agency co-operation, out of authority placements and shared endeavor in relation to providing for children and young people with SEND and vulnerable groups.

	Uses, interprets, analyses, communicates complex numerical information. Able to produce team performance reports.

	Exercises professional accountability for decisions relating to the liberty or safety of service users in individual situations within the framework of relevant legislation and policies.



	Key benchmarked competencies, traits and motives required to successfully deliver the role  These will support recruitment, succession planning, development and performance management 
	Essential

	Health and Safety
	Uses knowledge of Health, Safety policies, procedures and regulations including risks in own area of work
	

	IT Packages
	Uses a range of complex IT packages relating to area of work
	

	Service Improvement
	Ability to adopt a process of continual improvement and suggest ways of working more efficient and effectively to improve service delivery
	

	Continued professional Improvement
	• Ensures that the team's activities and outputs meet Bradford's Councils goals in an effective and efficient manner.
• Manage and monitoring employee's performance against their key performance Goals.
• Can demonstrate skills in coaching, training and motivating employees.
	

	Communication
	Exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information.
	

	Numeracy & Literacy
	Demonstrates a high level of numeracy, literacy and accuracy across a range of activities
	

	Relevant Professional Qualification
	Dip.SW, CQSW, BA (Hons) Social Work or equivalent professional qualifications 
Registered with Social Work England (Formerly HCPC) as a qualified Social Worker 
	

	Carries out performance management
	Covers the employees’ capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard.
	

	Communicates Effectively
	Covers a range of spoken and written communication skills required as a regular feature of the job. This includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information.

	

	Carries Out Effective Decision Making
	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  This includes planning and organising, self-effectiveness and any requirements to quality check work.
	

	Undertakes Structured Problem-Solving Activity
	Covers a full range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. This includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships.

	

	Operates with Dignity and Respect 
	Covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.

	

	Practices Appropriate Leadership 
	Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self-interest for the sake of the team or service. They consider serving the District in all that they do.

	

	Operates with Strategic Awareness
	Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	

	Delivering Successful Performance 
	Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	

	Applying Project and Programme Management 
	Our manager’s work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning

	

	Developing High Performing People and Teams 
	Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.

	


	
	Applicants with disabilities are only required to meet the essential special knowledge requirements (clearly marked)

	
Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the postholder is required to meet  the Lower threshold level.
You should be able to demonstrate that you can use a wide range of simple words and a standard English sentence structure to express and maintain a flowing conversation even though you pause to think of the correct words with the ability to express and make yourself understood (this will also be tested during the interview).






	Completed by:

	Head of Service SEND Inspection and Engagement 
	Date:
	21/07/2026

	Quality checked:

	
	Date:
	




Head of Service SEND Inspection Support and Engagement


SEND Transformation and Compliance Manager (Communication and Engagement)


SEND Transformation and Compliance Manager  (SEND Statutory processes and QA)


Local Offer Lead


SEND Youth Participation Officer


SEND Auditors (x2)


Designated Social Care Officer


Social Care Assessor (x3) 


Short Breaks Assessment Manager


SEND Short Break Assessors (x6)


BSO


Senior SEND Short Break Assessor


Leisure and Recreational Coordinator(x4)
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