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JOB DESCRIPTION
Service Support Navigator 

	Job Title:
	Service Support Navigator  

	Hours:
	Part Time 25.5 hours per week

	Salary:
	£27,000 pro rata

	Term:
	Fixed Term 2 Years 

	Location: 
	Suffolk - Ipswich & Hybrid

	Responsible to:
	Service Delivery Manager / Lead Practitioner

	Purpose of job:
	To deliver a responsive, high quality effective service to children and young people who have been affected by sexual abuse.



Role Summary
The Service Support Navigator acts as a single, consistent point of contact for families and professionals from referral through to case closure.
The role improves service efficiency, strengthens communication, reduces administrative burden, and ensures families are appropriately prepared and matched to services.
Core Purpose
· Reduce administrative pressure on practitioners and Service Delivery Managers
· Coordinate referrals, assessments, and allocations
· Ensure families understand the service and remain engaged
· Improve efficiency, reduce cancellations, and manage waiting lists effectively
Key Responsibilities
Referral & Pre‑Assessment
· Gather and review additional referral information
· Assess suitability and readiness for the service
· Identify risks, safeguarding concerns, and support needs
· Clearly explain the service, including expectations, timelines, and commitment
· Signpost or refer to alternative services where appropriate




Coordination & Communication
· Act as the main point of contact for families and professionals
· Coordinate assessment bookings in line with practitioner capacity
· Send onboarding materials (appointment details, practitioner information, location, pre-assessment forms)
· Record all communication accurately on internal systems (e.g. Lamplight)
Family Support & Engagement
· Prepare families for assessment and ongoing support
· Follow up on cancellations, DNAs (Did Not Attend), and disengagement
· Maintain clear professional boundaries (not a crisis response role)
· Provide signposting to alternative or crisis services where needed
Service Administration
· Manage onboarding and service entry processes
· Provide ongoing administrative support to practitioners
· Coordinate case closures (end of intervention, non-engagement, DNAs)
· Collect service user feedback
· Support offboarding and light-touch follow-up
Allocation Support
· Match families to practitioners based on need, suitability, and capacity
· Work collaboratively with practitioners to align availability
· Monitor and provide visibility of waiting list demand and pressures
General
· Liaison with external agencies and organisations as appropriate.
· To work within Brave Futures policies and procedures.
· To always be mindful of safeguarding of children, young people, families and self in accordance with Brave Futures Safeguarding Children & Adults Policy. 

· To work collaboratively with colleagues to enhance the aims and objectives of the organisation, attending team meetings as required.

· To take responsibility for own continuous professional development.
· Maintain knowledge of current legislation and professional regulations.
· To promote equality, inclusion, diversity respect and fairness in all areas of work.
These tasks are a guide to the tasks that the Service Support Navigator will be required to perform, which may be supplemented or changed as required.

Interview and pre-employment checks
At the interview stage, and subsequently when making an offer of employment, we are required to carry out a series of employment checks.  These include:
Identification documents (this is done at the interview stage)
You will be asked to provide proof that you have the right to work in the UK.  This will mean that you will need to produce either a document or a combination of documents to confirm you are eligible.  For example, a passport, a visa or immigration documents if you are a non-national.  We will advise you which documents you will need to show.
Employment history and references (this is done once an offer of employment has been made)
It is important that you have stipulated your full employment history within your application form and highlighted any employment gaps.  References will be sought covering a minimum period of 3 years from your current employer and previous employer/s.
Criminal record and barring checks (this are done once an offer of employment has been made)
We are required to check whether you have a criminal record.  Your offer of employment will be subject to a satisfactory disclosure from the Disclosure and Barring Service (known as a DBS check).
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	[bookmark: _Hlk23512874]Qualifications / Training
	Essential
	Desirable

	A qualification to degree level/Level 5 is desirable; specialist training will be provided. 
	
	X



	Experience / Knowledge
	Essential
	Desirable

	Experience of working with children and families to assist them overcome the trauma of sexual abuse.
	
	X

	Be able to utilise assessments to determine service user needs.
	
	X

	Experience of formulation and implementation of Support Plans. 
	
	X

	Display a working knowledge of legislation relating to children and young people in the England.
	
	X

	Demonstrate experience of professional practice and achievement of positive outcomes.
	X
	

	Have a working knowledge of Safeguarding children, young people and vulnerable adults.
	X
	

	Understanding of local services and referral pathways
	
	X

	Experience working in multi-agency or collaborative environments
	
	X

















	Skills / Abilities
	Essential
	Desirable

	Strong organisational and administrative skills
	X
	

	Experience of managing own workload.

	X
	

	Excellent communication and interpersonal skills (clear, empathetic, professional)
	X
	

	Demonstrate ability to advocate on behalf of Children and Young People.
	
	X

	Demonstrate ability to accurately record complex information and provide reports.
	X
	

	Demonstrate integration of equality and diversity into practice and service delivery.
	X
	

	Experience of trauma-informed approaches

	x
	

	Demonstrate the importance of working collaboratively and supporting colleagues.   
	X
	



	Other
	Essential
	Desirable

	Willing to work flexibly as part of a supportive team
	X
	

	Competent knowledge of IT packages Inc. Microsoft 365, Word, Outlook, SharePoint, etc.
	X
	

	Full UK driving licence.
	
	X

	Satisfactory enhanced DBS which will be applied for if successful.
	X
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Be believed. Be empowered.




