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	Role Description

	Role
	Client Engagement and Data Officer 

	Reporting to:
	Director of Programmes and Participation 

	Organisation purpose:
	Just for Kids Law exists to work with and for children and young people to hold those with power to account and fight for wider reform.

We do this by providing legal representation and advice, direct advocacy, and support, and through strategic litigation, campaigning and equipping others to work for children’s rights.

	Context:
	The Programmes and Participation Directorate

	Role purpose
	The purpose of the Client Engagement and Data Officer is to manage our New Client Enquiry referral and signposting processes, and to ensure our case recording systems are maintained, data cleansed and that data from these informs our reporting activities. 

	Key accountabilities
	Key activities/tasks

	Client Services
	· Managing and developing our New Client Enquiry referral process, entering referral information into Apricot and ensuring incoming referrals go to appropriate teams, within agreed timeframes.

· Signposting children and young people where there is no capacity in teams

· Developing and maintaining a signposting database of organisations to signpost clients to
· Managing and curating information for practice teams about organisations and external support available for children and young people

· Ensure safeguarding and data protection policy and guidelines are adhered to 
· Providing support to children and young people we are working with e.g. booking hotels etc
· Managing Hardship Fund request administration

· Co-ordinating our internal referral processes


	Case recording systems
	Provide administrative function for Apricot system, including
· Main point of contact with Apricot supplier for system issues or updates, reporting faults and implementing solutions
· Running reports to identify data quality issues and liaising with practice teams to address data quality issues (e.g., cases not closed, clients with age missing)

· Designing and developing Apricot reports
· Running reports for Managers, funders, the Board

· Inducting new staff to Apricot (Advocates, Solicitors, and Managers) 
· Updating Apricot User Guides 
· Training staff on Apricot system, based on existing Apricot User Guides

·  Responding to ad hoc queries about Apricot system functionality
· Creating and adding new Apricot users 
· Identifying differences between data in Apricot and Leap (Legal) recording systems, liaising with colleagues to bring consistency
· Oversight of Apricot data management and reporting, in line with file retention and data protection policies and processes.


	External facing activities 
	· Promoting our holistic offer to external organisations, as agreed with practice teams.
· Answering calls relating to client enquiries, and facilitating New Client Enquiries by phone and via web form.

	General responsibilities
	· Attending and participating in internal meetings as required

· Being a positive, cooperative, and constructive team member, upholding the values of JfKL

· Complying with JFKL’s monitoring and recording requirements

· Representing and promoting the organisation’s work positively

· Carrying out all work with due regard to JFKL’s policies and procedures

· Promoting Equality and Diversity principles in all aspects of work

	Other duties
	· Carrying out any other duties which fall reasonably within this role.
· This role is currently expected to attend our London office at least 2/3 days per week

	Updating this role description

This is a description of the job as it is presently constituted. It is the practice of Just for Kids Law to periodically review role descriptions and to update them. This process will be conducted in consultation with you.  It is the aim of the organisation to reach agreement on any changes but if agreement cannot be reached, the organisation reserves the right to insist on such changes to your job description, after consultation with you.
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	Person Specification

	
	Essential

(must have to carry out the work)
	Desirable

(not essential but preferable)

	Knowledge:
· Good understanding of the issues impacting children and young people we work with 
· Knowledge of services and support available to children and young people in London
· Understanding of data systems, including but not limited to Apricot or Mosaic case recording/ management system
	x

x

x  
	

	Experience of:
· Using data recording systems
· Developing and improving recording systems   
· Data cleansing
· Communicating directly with members of the public, preferably those who may be experiencing crisis or difficulties 
· Training others on data systems 
	x
x

x

x


	x


	Qualifications and training
· Evidence of broad education to at least A-level standard or equivalent
· Child safeguarding training
· Project management training
	x
	x
x 

	Skills and abilities

· Ability to work independently, managing own time

· Ability to remain calm under pressure and when working with people in distress
· A high level of computer literacy with a good standard of writing as well as proficiency in Microsoft applications (Word, Outlook, PowerPoint, Excel, etc.)
· Accurate written communication and a keen eye for detail

· Ability to communicate with a variety of people in a friendly, professional, and confident manner
· Ability to work collaboratively across teams to identify workable solutions

· Strong project management skills and ability to coordinate and juggle numerous tasks
	x
x
x
x
x

x
x

	

	Qualities

· Proactive in identifying issues and proposing solutions 

· A highly trustworthy and organised individual with an ability to problem solve.

· Friendly, approachable, and professional 

· Respect young people and champion effectively for their rights.

· Energetic, self-motivated, and organised individual demonstrating interest in and commitment to the organisation’s objectives.
	x

x
x
x

x
	

	Other requirements

· Prepared to work out of hours occasionally

· Willing to attend training as required for this role
	x
	x




