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Job Description

This job description has been designed to indicate the general nature and level of work required of the post to indicate the level of responsibility. It is not a comprehensive or exhaustive list, and the line manager may vary duties from time to time which do not change the general character of the job, or the level of responsibility entailed. 

	[bookmark: _Hlk188363748]Post Details

	Job Title
	ASSIST team manager

	Service
	Children with Disabilities

	Team
	ASSIST (Autism Spectrum Service for Information, Support & Training)

	Location
	The Woodley airfield centre

	Reports to
	Children with disabilities interventions team manager

	Worker Style
	Hybrid – working remotely and at base - The Woodley airfield centre

	Responsible for
	Senior Autism Support Officer; Autism Family Support Officers; Caretaker; business support

	Grade
	9

	Contract Type
	Permanent




	Main Accountabilities

	
	Leadership and Management tasks / accountabilities

	1.
	Hold operational accountability for the performance, quality and outcomes of the ASSIST team, ensuring the delivery of autism support, training and interventions is effective and aligned with statutory duties, local priorities and agreed performance standards, and taking responsibility for addressing underperformance and driving continuous improvement.


	2.
	Promote understanding of autism and neurodiversity across the Council and partner agencies, providing specialist advice and guidance to support effective practice and improve outcomes for children, young people and families


	3.
	Lead and develop a specialist team, with responsibility for effective supervision, performance management and accountability for delivering high-quality, consistent and outcome-focused services.


	4.
	Lead the continuous improvement of the ASSIST team, using performance data, feedback and professional insight to identify priorities, address challenges and strengthen service effectiveness.

	5.
	Oversee the delivery of autism-specific training and programmes, maintaining quality and consistency, and supporting staff and partners to develop the knowledge and skills required to meet the needs of autistic children and young people effectively.


	6.
	Develop and maintain effective working relationships with partner agencies, enabling coordinated planning, informed decision-making and effective delivery of support across education, health, social care and the voluntary sector.


	7.
	Provide oversight and direction in relation to complex and high-risk situations, ensuring appropriate safeguarding responses, risk management and compliance with organisational and statutory requirements.


	8.
	Manage and monitor the allocated service budget, ensuring effective use of resources, financial control and contribution to budget planning, identifying pressures and opportunities to support effective delivery, alongside oversight of the safe and effective operation of the Woodley Airfield Centre.

	9.
	Represent the Children with Disabilities service in relation to ASSIST at internal and external meetings, contributing to decision-making, service development and the promotion of effective and consistent practice.


	10.
	Promote effective engagement with children, young people and families, using feedback and lived experience to inform service delivery and improvement.


	11.
	Undertake corporate responsibilities, contributing to wider Council priorities including corporate parenting and cross-service initiatives as appropriate to the role.


	12. 
	Exercise delegated authority to make decisions on service delivery, resource allocation and prioritisation within the ASSIST team, ensuring effective and timely responses to demand, complexity and risk.


	
	Service daily operational tasks / accountabilities


	1.
	Oversee timely and effective responses to customer queries relating to autism, including the provision of advice, strategies, information and signposting, maintaining high standards of responsiveness.

	2.
	Maintain oversight of a caseload of families with complex needs, including autism and co-occurring conditions such as ADHD and mental health difficulties, with responsibility for staff delivering effective, goal-focused interventions within home, community and other settings. 
Provide guidance and support to practitioners, maintaining limited direct involvement in complex cases where required to support appropriate risk management, decision-making and outcomes.


	3.
	Provide leadership and direction in response to complex and crisis situations, ensuring appropriate, proportionate and timely responses, and supporting multi-agency partners to reach effective resolutions where risk and complexity are high.


	4.
	Oversee and contribute to multidisciplinary assessments, ensuring the quality of professional advice provided in relation to autism within the family context, including the production and quality assurance of reports and professional documentation.


	5.
	Provide leadership, coordination and oversight within Team Around the Child/Family processes and other multi-agency forums, including school reviews, pastoral support meetings, child in need, child protection and strategy meetings, supporting coherent planning and the achievement of effective outcomes.


	6.
	Oversee effective delivery and coordination of work with groups of parents, children and young people, promoting engagement, gathering feedback and supporting the co-development and continuous improvement of the ASSIST team and its delivery


	7.
	Maintain oversight of accurate, timely case recording and high-quality data collection, including effective use of Mosaic and Microsoft 365 systems, to support service performance, decision-making and reporting requirements.


	8.
	Promote and safeguard the welfare of children accessing ASSIST, maintaining robust safeguarding practice, clear decision-making and compliance with statutory and organisational requirements.


	9.
	Monitor, review and evaluate service activity and outcomes, ensuring effective delivery, identifying areas for improvement and supporting ongoing service development.







	Person Specification                Essential                                                                    Desirable

	Education/Qualifications
	- GCSE (or equivalent) in English & Maths
- Relevant degree or equivalent experience
- Autism-specific training
- Evidence of CPD
	- Management qualification
- Postgraduate autism qualification
- NAS licensed trainer
- Training qualification

	Experience 

	- Experience with children, young people and families including autism
- Staff supervision and performance management
- Complex needs and crisis work
- Multi-agency working
- Service delivery and improvement
- Training delivery
- Managing complex caseloads
	- Budget or resource management
- Project / service development
- Local authority experience

	Skills/Knowledge
	- Strong communication and report writing
- Relationship building
- Autism knowledge and strategies
- Safeguarding and child development
- Managing complex casework and risk
- Organisation and prioritisation
- IT systems and data handling
- Equality and inclusion
	- Local service knowledge
- Mosaic experience
- Service development understanding




	Purpose Details

	Service Purpose
	The aim of the ASSIST service is to work in a proactive, supportive and preventative way with families and providers so that autistic children and young people living in the Wokingham Borough can be the best they can be and thrive.
 
The approach to intervention is holistic, creative and directed by the needs of the individual and those around them. The service provides information, support and training, including support to families both pre- and post-diagnosis.

A key element of the service is direct work with families, including coaching, mentoring and supporting the development of parenting skills and knowledge in relation to autism. This includes delivery of the National Autistic Society EarlyBird suite of programmes by licensed practitioners, enabling families to better understand and meet the needs of their autistic child or young person.

A key factor for the service is to build capacity – working with a wide range of families and professionals, sharing knowledge, skills, autism understanding and neuro-affirming approaches.


	Role Purpose
	To ensure the best possible outcomes for autistic children and young people through effective leadership, management and quality assurance of the ASSIST team, and the efficient use of available resources.

To lead the delivery, performance and continuous improvement of autism support, training and interventions provided by the team, ensuring that support, training and interventions are responsive to need, aligned with statutory duties and reflect local priorities.

To respond to the emerging and increasing needs of autistic children and young people in the Wokingham Borough, developing an understanding of the needs of the community and working with Children with Disabilities services and partner agencies to support coordinated and effective delivery.

To lead and support ASSIST team members in delivering high-quality, consistent and outcome-focused practice, ensuring accountability, professional development and ongoing development of practice.

To maintain appropriate involvement in complex work, providing guidance, oversight and support to staff, and contributing to effective risk management and decision-making in high-risk or crisis situations.

Support via direct involvement in work with families where required, including coaching, mentoring and supporting the development of parenting skills and knowledge in relation to autism. This includes the delivery of autism-specific interventions such as the National Autistic Society EarlyBird suite of programmes as a licensed trainer, ensuring specialist knowledge informs practice, strengthens workforce development and contributes to continuous improvement in team performance, service quality and outcomes.


	Corporate Parenting
	You will champion the principles of corporate parenting by embedding its ethos in all aspects of service delivery, ensuring decisions and actions consistently reflect the responsibility to act as a corporate parent to children in care and care leavers, and actively contribute to shaping and implementing the wider corporate parenting strategy.



	[bookmark: _Hlk188363295]Supervision and Relationships

	Supervision Received
	The role is supervised by the Short Break and Early Help for Children with Disabilities Teams - Manager

	Supervision Given
	The role will supervise members of the ASSIST team, including Senior Autism support officer, Autism family support officers (2) plus group supervision for approx. 8 volunteers.

	Contacts
	Internal: Children’s social care, Children with disability services, Prevention and youth justice service, SEND, Education, preparing for adults’ team, Wokingham Borough Council.  
External: Families, children & young people, early years providers, schools, health, police, public health, voluntary organisations, National Autistic Society, autism specific organisations locally and nationally. Limited contact with members.





	Resources/Budget Management

	· Working within the budget of the team and service
· Utilising the Wokingham Borough Council systems and processes for purchasing and invoicing.  
· Oversight and day-to-day management of the Woodley airfield centre including maintaining risk assessment; health & safety checks and hire bookings
· IT equipment plus mobile telephone




	Special Requirements

	· Enhanced DBS check.
· Able to work flexibly as the service requires to support the delivery of accessible and effective services for children, young people and their families, and will include some evenings and weekends.
· Supporting (with others) check-in of staff team members lone working inside and outside of the Woodley airfield centre. 
· On call (with others) for building emergencies, named key holder for the Woodley airfield centre.
· Confident to deliver training to different audiences.
· Ability to travel to locations across the Wokingham Borough, and sometimes further afield.
· Able to work in a variety of settings including Wokingham Borough Council offices, families’ homes, schools, local community as well as some home working.
· Willing to attend NAS licenced training.



  
	Occupational Health Risk Assessment                                                                               Details

	Skin/Respiratory Sensitisers
	no

	Working at Height
	no

	Exposure to Noise (>80-85dB)
	no

	Confined Spaces
	no

	Frequent Display Screen Equipment Use
	yes

	Driving for Work
	yes

	Hand Arm Vibration
	no

	Lone Working
	yes

	Healthcare/Social Contact with Patients
	no

	Blood Borne Viruses Exposure
	no

	Food Handling
	yes

	Working with Animals
	no

	Specialised Medical Screening
	no

	Night Working
	no

	Safety Critical Work
	no




	[bookmark: _Hlk188365394]Nature of the Role	                                                                                                              Details

	Healthcare or Hospital Work
	no

	Working with Children (under 18)
	yes

	Working with Elderly/Vulnerable Adults
	no

	Work Environment Details
	The Woodley airfield centre 




	[bookmark: _Hlk188364657]Role Involvement                                                                                                                 Details

	Working with Children
	yes

	Working with Vulnerable Adults
	no

	Both of the Above
	

	Providing Care/Supervision for Children
	yes

	Providing Care/Supervision for Vulnerable Adults
	no

	Both of the Above
	

	None of the Above
	 








	[bookmark: _Hlk188366184][bookmark: _Int_0bNhtnMC]Disclosure and Barring Service (DBS)                                                            Details                                               

	DBS Requirement
	Enhanced DBS

	Eligibility Tool
	Find out which DBS check is right for your employee - GOV.UK (Find out which DBS check is right for your employee - GOV.UK) 





	                                                       Re-checks

	Enhanced DBS – every 3 years





	Evaluation Declaration

	Date of Evaluation:
	<DD/MM/YYYY>

	Evaluated by:
	<Name, job title> 
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