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Job Description 

 

Family Support Co-ordinator in Huntingdonshire 

 

 

The role reports to: The Scheme Manager 

 

Main purpose of the job 

The Co-ordinator is responsible for managing a caseload of families from receipt of referrals to closure 
of the Home-Start intervention across Huntingdonshire. 
 

 

The key responsibilities for the role are to: 
• Ensure children are Safeguarded and fellow Home-Start Safeguarding procedures.  
• To contribute to the effective day-to-day operation of the scheme in accordance with the 

Home-Start Governing documents, Standards and Methods of Practice, Home-Start 
Agreement and Quality Assurance Standards;  

• To maintain high standards of practice in supporting families within the ethos of Home-Start; 
• To ensure inclusion and diversity in all aspects of the scheme’s operation and work. 
• Promoting the scheme, its profile, ethos and practice;  
• Working co-operatively to ensure the effective management, development and future 

funding of the scheme; 
• Supporting the implementation of monitoring and evaluation systems; 
• Assisting in the production of project reports as and when required  
 

 

Main tasks of the job: Supporting families 

• Receiving referrals and assessing needs of families in collaboration with the Scheme 
Manager and other members of the team as required and documented;  

• Introducing families to appropriate support by visiting them in their homes;  
• Ensuring support to families is reviewed at regular intervals and at the end of Home-Start 

support;  
• Undertaking designated responsibilities to safeguard and promote children’s welfare. 

 

 

Main tasks of the job: Managing volunteers 

• Recruiting, selecting and preparing volunteers who visit families in their homes; 
• Preparing, sourcing and delivering the HSUK prep course to volunteers in collaboration with 

the Home-Start Cambridgeshire team; 
• Matching and introducing volunteers to families; 
• Providing support, supervision and on-going training and development opportunities for 

volunteers. 
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Key relationships: 
• Scheme Manager 

• Trustees 

• Finance officer 

• Administrative staff 
• Other Co-ordinators 

 

 

Work in partnership 

• Liaising with referrers and other agencies; 
• Networking appropriately within the community. 

 

 

Additional responsibilities 

• Attend various meetings as required;  
• From time to time attend relevant meetings and events out of normal working hours; 
• Support Home-Start Groups where required; 
• Ensure a process of continuous improvement in all aspects of the work; 
• Working to the scheme’s supervision and appraisal practices; 
• Attending training opportunities to enhance the Co-ordinator role including regular 

Safeguarding updates; 
• Supporting the implementation and review of all Home-Start policies and procedures;  
• Implementing the scheme’s administration and financial systems. 

 

 

 

Undertake any other duties that fall within the nature of the role and responsibilities of the post as 
detailed above. 
  

 

This job description is current as at November 2021 

 


