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JOB DESCRIPTION

Early Intervention Officer

	Reporting to:
	Early Intervention Manager


	Base:
	Autism NI, Unit 3 Forestgrove Business Park, Newtownbreda Road, Belfast, BT8 6AW


	Hours:

Salary:
	Part-time: 25 hours

£21,024.67 for 25 hours.  This is a fixed term post until 31 May 2027


	Main purpose of job:
	The Early Intervention Officer will deliver a home-based autism intervention service to families. The Early Intervention Officer will also work with a range of statutory and voluntary partners to deliver this service and to ensure on-going support for families.



1. Specific Responsibilities

1.1 To support families in relation to the social and communication development of their child.
1.2 To work with partner organisations to ensure an efficient and effective early intervention service for families and young individuals with autism.
1.3 Commence initial assessments with families.
1.4 To work in partnership with parents and carers to set up physical and visual structure in the home environment.
1.5 To give advice to parents on how to maintain and develop visually structured programmes in the home.
1.6 To enable and empower parents to recognise their skills and strengths in helping their own child.
1.7 To demonstrate knowledge of family systems, family relationships and the ability to work supportively with families.
1.8 Signposting to appropriate guidance, resources, information and support.
1.9 To make appropriate onward referrals to statutory or other voluntary organisations as required. 

2. Management

To support the Early Intervention Manager in the following duties:

2.1 To develop, maintain, monitor and record up to date case load information.
2.2 To provide information for evaluation reports.
2.3 To complete end of intervention reports from initial referral with specific and individualised information about each child and the support that was provided by the service.
2.4 To manage workload and to prioritise and participate in a supervision programme with line manager.

3. Confidentiality

[bookmark: _Hlk31191248]Maintain confidentiality for all areas of Autism NI, its staff and its work.  Comply with Autism NI’s confidentiality and data protection procedures. The nature of the work within the Charity entrusts people with confidential information about people with autism, their families, carers and staff.  Any breach of confidentiality will constitute gross misconduct.

4. General Responsibilities

4.1 [bookmark: _Hlk31191322]Co-operate with all Autism NI staff in maintaining good relationships with outside agencies and the general public in order to uphold the Charity’s image and win increased support for its work.
4.2 Ensure that conduct within and outside work does not conflict with professional expectations of Autism NI.
4.3 Actively support, promote and ensure awareness and observation of Autism NI policies including Equal Opportunities, Data Protection, Fire, Health & Safety and Safeguarding Children and Adults.
4.4 Promote a positive image of autism and Autism NI.
4.5 Co-operate with all Autism NI staff in maintaining harmonious inter-personal relations.
4.6 Attend meetings at various locations within Northern Ireland, staff meetings and training as required.
4.7 Ensure the respect, dignity and rights of privacy of service users/clients as far as possible.
4.8 Participate in regular Management and Support and Development sessions with the Early Intervention Manager.
4.9 Carry out any other duties as are within scope, spirit and purpose of the job, the title of the post and it’s grading as requested by the Chief Executive.


NOTE: The job description reflects the present requirements of the post.  As duties and responsibilities change and develop the job description will be reviewed and subject to amendment in consultation with the post holder.
EMPLOYEE SPECIFICATION
Early Intervention Officer

1. Essential qualifications and experience 
· A degree qualification or equivalent in a relevant social care or educational discipline.
· A sound knowledge of autism as demonstrated by training, qualifications and/or experience. 
· Knowledge of autism and related interventions and strategies.
· Minimum 1-year paid work experience in an educational or social care setting with families who have an autistic child.
· Experience of managing targets and outcomes.
· Advocacy experience.
· MS Office skills, including the use of PowerPoint, and the use of email and internet.
· Use of a car for business is essential.

2. Desirable qualifications and/or experience
· An accredited qualification in Autism.
· An awareness of local services and resources to be made available to autism families.

3. Personal qualities
· Organisational skills and ability to manage time effectively
· Good communication skills and telephone manner
· Ability to work independently and be self-motivated
· Empathy
· Tact and diplomacy
· Ability to manage boundaries
· Confidentiality.
· Commitment to Equal Opportunities 


Pre employment:
All offers of employment are subject to satisfactory ACCESS NI check and references.


Travel
Will be required to travel to visit families mainly within the South Eastern area, but some flexibility will be required. Also to attend Autism NI’s office in Belfast or elsewhere in NI to attend meetings, training, conferences, etc.

Anti-social hours
Will be required occasionally to work flexible hours including evenings and weekends to ensure service is available to all families. There is a “Time Off in Lieu” policy and procedure.

Working environment
Based at home, and also supporting families in their homes.  There will be a regular requirement to work in the Autism NI Belfast office.
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