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JOB DESCRIPTION

Title:                                           	Local Offer Co-ordinator
Directorate & Section/Unit: 	Children’s Services, All Age Disability Services (0-25)
Reporting To:	Programme Manager, SEND Reform Programme
Responsible For:	N/A
Salary Grade:	Level 6
WCC Management Level:		Frontline
Number of Direct Reports: 	N/A
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Main Purpose of Job:

· The post holder will act as the central hub for Worcestershire’s SEND Local Offer, ensuring it is accurate, up to date, relevant, accessible and trusted by children and young people with SEND, parent carers, practitioners and partners across the Local Area Partnership*.

· The post holder will co-ordinate the ongoing development, review and maintenance of the Local Offer so that it becomes the first point of call for information, advice and support for families of children and young people with SEND, helping families to navigate the local SEND system with greater confidence and trust.

· The post holder will work closely with services, practitioners, education settings, health partners, social care, the voluntary sector, Worcestershire Parent Carer Forum, Voices United and children and young people’s participation routes to ensure Local Offer content is correct, helpful, accessible and responsive to lived experience.
· The post holder will build trust in the Local Offer by listening to families, acting on feedback, closing the loop on issues raised and demonstrating that the resource is shaped by the experiences and priorities of children, young people and parent carers.

· The post holder will make sure the voices of children and young people with SEND and parent carers are pivotal to ongoing Local Offer development, using feedback, user testing and regular engagement to improve content, navigation and accessibility over time.

· The post holder will bring the Local Offer to life through roadshows, events, communications activity and direct connections with children, young people, parent carers, education settings and voluntary and community sector organisations.

· The post holder will gather, analyse and report feedback and usage intelligence to demonstrate whether the Local Offer is helpful, accessible and having a positive impact for families and the wider Local Area Partnership.

· The post holder will also have oversight of the Local Inclusion Support online resource for education settings and practitioners, ensuring it is aligned with the SEND Local Offer, kept up to date and supports consistent access to information, guidance and inclusion support across the local area.

· *The local area partnership consists of Worcestershire County Council and NHS Herefordshire & Worcestershire, Herefordshire and Worcestershire Integrated Care Board, Worcestershire Parent Carer Forum and Voices United.  The position will work across the partnership but will be held within Worcestershire County Council.  



Responsibilities, Duties and Tasks:

· Co-ordinate the ongoing development, review and maintenance of the SEND Local Offer on behalf of the Local Area Partnership, ensuring information is accurate, current, accessible and easy to navigate.
· Strengthen the Local Offer as a trusted navigation tool for families, ensuring information is organised around the questions, pathways and decisions families most commonly face.
· Work with communications colleagues to support the operation of a dedicated Local Offer social media presence, including planning and sharing regular content, monitoring and responding to comments in line with agreed protocols, and increasing awareness, reach and engagement with the Local Offer.
· Work with services and practitioners across education, health, social care, SENDIASS, the Parent Carer Forum, voluntary and community sector organisations and education settings to source, check and update Local Offer content.
· Co-ordinate the review and development of the Local Inclusion Support online resource, working with service leads, education settings and practitioners to ensure content is accurate, relevant and supports inclusive practice.
· Develop and maintain clear processes for content review, quality assurance and escalation so that Local Offer and Local Inclusion Support information remains reliable, consistent and aligned to current pathways, services and partnership priorities.
· Ensure the Local Offer reflects the full 0–25 SEND pathway, including early years, school age, preparing for adulthood, neurodivergence, SEND support, EHCP processes, short breaks, transport, health, social care and routes to advice and resolution and SEND Reform.
· Work in partnership with children and young people, parent carers, Worcestershire Parent Carer Forum, Voices United, SENDIASS and community networks to test whether the Local Offer is clear, helpful, inclusive and accessible.
· Build trust with children, young people and parent carers through visible, responsive and respectful engagement, ensuring families can see how their feedback has influenced Local Offer content, navigation and improvement actions.
· Establish regular feedback loops with families, children and young people and practitioners to understand what information is being sought, whether it is helpful and what needs to change.
· Act as a connector between families, practitioners, services and partnership routes so that Local Offer intelligence helps improve how families find, understand and access the right information and support.
· Use user feedback, website analytics, enquiries, complaints, engagement activity and partnership intelligence to identify gaps, duplication, accessibility barriers and opportunities to improve Local Offer content.
· Use feedback from education settings, practitioners and service leads to identify gaps in practitioner-facing guidance and strengthen the Local Inclusion Support resource over time.
· Plan and deliver roadshows, events, drop-ins and engagement sessions across Worcestershire to raise awareness of the Local Offer and support families and practitioners to use it confidently.
· Work with communications colleagues to promote the Local Offer through appropriate channels, including SEND updates, newsletters, social media, education setting communications and partnership campaigns.
· Support the Local Offer to become the shop window of the Local Area Partnership, presenting a clear, joined-up and accessible partnership voice for children and young people with SEND and their families.
· Produce regular reports for managers and partnership governance on Local Offer and Local Inclusion Support development, engagement activity, accessibility, user feedback, identified gaps, improvement actions and evidence of impact.
· Maintain strong working relationships across the Local Area Partnership, including education settings, health services, social care, commissioning, communications, digital teams, voluntary sector organisations and community groups.
· Support continuous improvement so that the Local Offer becomes increasingly accessible, relevant and trusted over time.
· Bring a Local Offer, family navigation and trust-building focus to multi-agency meetings, ensuring learning from families and young people informs service improvement.
· At all times, work in a non-judgemental way, promote emotional health and wellbeing, respect diversity and champion accessible, inclusive information for all families.


General Duties: 
· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.
· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.
· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy.
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy.
· Working with some vulnerable children, young people and adults can, at times, be emotionally challenging for which appropriate support will be provided through management supervision. The post holder must be able to deal with such mental demands.
· This post is exempt from the Rehabilitation of Offenders Act and / previously met the definition of Regulated Activity (as defined by the Safeguarding Vulnerable Groups Act 2006) and is therefore subject to an enhanced Criminal Records Check (Via the Disclosure Barring Service, DBS) (as defined by the Police Act). 
· This post meets Regulated Activity (as defined by the Safeguarding Vulnerable Groups Act 2006 as amended by the Protection of Freedoms Act 2012) and is subject to an enhanced Criminal Records Check (Via the Disclosure Barring Service, DBS) and the relevant children and/ adults barred list(s) checks.
· The Code of Practice on the English Language Requirement for Public Sector Workers (the fluency duty) applies to this post. Therefore, an ability to fulfil all spoken aspects of the role with confidence through the medium of English is essential for the post. 
· It may not be necessary for you to undertake out-of-hours duties to support events outside of the usual working day.

Contacts:
 
In all contacts the post holder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships. 

Internal: Elected Members, Directors, Assistant Directors, senior managers, management teams, managers and staff across all Directorates, communications and digital teams, SEND service leads, inclusion and education improvement colleagues, healthcare professionals, project staff, governors, headteachers, teachers, SENCOs, support and other school-based staff.

External: NHS Herefordshire and Worcestershire partners, Worcestershire Parent Carer Forum, Voices United, SENDIASS, education settings, voluntary and community sector organisations, service providers, statutory partners, parents and carers, children and young people, members of the public, volunteers and other Local Offer and Local Inclusion Support contributors.

Additional Information:

The ability to travel throughout the county, including areas where there is limited public transport and be able to reach, including but not limited to, schools, youth groups, community groups, internal and external partners within a timely manner. • The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility. • Reasonable adjustments will be considered as required by the Equality Act.

Notes:

· This post is requires the postholder to have DBS check.

· The Council reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.

· Reasonable adjustments will be considered as required by the Disability Discrimination Act.

· The duties described in this Job Description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equal Opportunities Policy.


Author: Louise Butler								Date:  19th August 2026
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PERSON SPECIFICATION

Title:                                           Local Offer Co-ordinator
Directorate & Section/Unit: 	Children’s Services, All Age Disability Services (0-25)
Reporting To:	Programme Manager, SEND Reform Programme

EXPERIENCE:
It is essential that the post holder has:
· Significant experience of working with children and young people with SEND and their families.
· Significant experience of working in a community, education, SEND, information, advice or family support setting.
· Experience of developing, reviewing or maintaining clear, accessible information for families, children and young people, practitioners or the public.
· Experience of developing, reviewing or maintaining clear, accessible information for education settings, practitioners or partner services.
· Experience of gathering and using feedback from children and young people, parent carers or service users to improve information, services or support.
· Experience of helping families, children and young people or practitioners navigate information, services, pathways or support arrangements.
· Significant experience of navigating the SEND system and understanding the information needs of families.
· Experience of building trusted relationships with families, children and young people, practitioners or community partners.
· Considerable experience of developing relationships through networking.
· Demonstrable experience of co-ordinating projects, work programmes or service improvement activity.
· Experience of working with a range of stakeholders, including practitioners, families and partner organisations.
· Significant experience of multi-agency, partnership working.
· Evidence of continuing professional development.

It is desirable that the post holder has:
· Demonstrable experience of website content management, communications, managing a social media page, engagement events or user testing.


KNOWLEDGE, SKILLS & ABILITIES:
It is essential that the post holder has:
· Specialist knowledge and understanding of issues impacting children and young people with SEND and their families in Worcestershire.
· Specialist knowledge of SEND legislation, statutory Local Offer requirements and the importance of clear information, advice, signposting, navigation and trust-building.
· Good understanding of Worcestershire’s SEND priorities, Local Area Partnership arrangements and improvement activity.
· Understanding of the information, guidance and support needs of education settings and practitioners in relation to SEND and inclusion.
· Ability to interpret varied and complex information and translate it into clear, accessible content for different audiences.
· Ability to design and improve information so that families can navigate SEND pathways, services and sources of support more easily.
· Ability to build trust and rapport with children and young people with a range of SEND, their families and practitioners, including through consistent follow-up, active listening and respectful engagement.
· Ability to adapt communication and engagement approaches to meet a wide range of speech, language, communication, sensory, cognitive and accessibility needs.
· Excellent communication and interpersonal skills, including effective listening skills.
· Excellent relationship building and networking skills.
· Experience of facilitating group activities, workshops, roadshows or engagement sessions.
· Detailed knowledge and experience of multi-agency working.
· Ability to work under own initiative to deliver programmes of work and respond effectively to targets and deadlines.
· Detailed knowledge of child protection and safeguarding procedures.
· Detailed knowledge of Microsoft packages and confidence using digital systems, websites or content management processes.
· Commitment to equality, diversity, inclusion and accessible information.
· Driven to improve outcomes and experiences for children and young people with SEND and their families.
· Commitment to rebuilding and maintaining trust with families by ensuring the Local Offer is responsive, transparent and shaped by lived experience.
· Ability to write clear reports, updates, web content and communications concisely for a range of audiences, ensuring SCULPT accessibility.  
· Ability to work across the Local Area Partnership with multiple stakeholders and service providers to drive forward improvements to Local Offer quality, Local Inclusion Support content, accessibility and impact.
· Ability to handle confidential and sensitive information appropriately.
· Ability to work autonomously.
· Ability to work as a member of a team.
· Ability to undertake day to day administration tasks.


QUALIFICATIONS / TRAINING & DEVELOPMENT:
It is essential that the post holder has:
· Level 5 SEND qualification or equivalent experience working with children and young people with SEND, families, information and advice services, communications, engagement or service improvement.

It is desirable that the post holder has:
· Formal training in co-production, participation, engagement or accessible information.
· A project management qualification.
· Training in website content management, digital accessibility, plain English or communications.


ADDITIONAL INFORMATION

It is essential that the post holder has:
· The ability to work evenings and at weekends as required.
· A commitment to follow safeguarding policies and procedures as appropriate.
· A willingness to undertake any appropriate DBS checks.
· A flexible approach to working with regard to time and place.
· To have a full UK driving licence.

Author: Louise Butler         			Date:  19th August 2026
Date of grading confirmation: 
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Our People Values:   To uphold and act in  accordance with Worcestershire County Council's values:      Customer Focus                    -   Ensure delivery of a high - quality service which meets the needs of                          customers      Can Do Culture                     -   Be proactive to achieve excellence, finding solutions and creative                        ways of working      Freedom within Boundaries  -   Make constructive change through cohesive decision making,                          ensuring services are responsive.    


