JOB DESCRIPTION
Service:  Childrens
Post Designation:  Fostering Panel Clerk 

Grade:  D (SCP 16-18)

Post Objectives:  To provide a comprehensive administrative support for fostering panels.  

Main Duties and Responsibilities

1. To comply and maintain the Adoption Agencies Regulations regarding the procedure of reports and formal recording.

2. Maintain manual and computerised access regarding disclosure of information, including appointments and termination of panel members.

3. Comply with Tameside regulations regarding confidentiality and preservation of case records/information.

4. To liaise with professionals, including Legal Adviser and elected members regarding involvement of Panel and ensure Panel is quorate.
5. Arrange and minute Fostering Panel, include booking of dates, times and venues and to ensure all relevant information is collated and distributed to Panel members.

6. To monitor and maintain decisions of the Fostering Panel, and inform applicants of these decisions in writing after every panel. 

7. Collect and/or record statistical information

8. To undertake such duties as reasonably correspond to the general character of the post, and are commensurate with the level of responsibility.

Panel Corporate Activities

1. Process incoming and outgoing mail for the section 

2. Receive telephone calls and refer to appropriate person, take messages etc.

3. To provide good customer care and anti-discriminatory practice.

4. Maintain general stationery, printed stationery and other sundry items to agreed stock levels.

5. To provide a photocopying, filing and word processing service to the Team.

6.  To attend internal/external sessions and information meetings to learn and update on all relevant aspects of procedure

7. To comply with the Department’s Destruction of Information policy.
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Person Specification

DESIGNATION:  Fostering Panel Clerk

	Personal Requirements of Successful Post Holder
	CATEGORY
	METHOD OF ASSESSMENT

	Education Standard/Qualifications

GCSE’s (Grade A-C or 9-4) Mathematics and English Language or Equivalent

BTEC/HNC in Public Admin, Business and Finance 

NVQ Leve 2 – Business and Administration

An ability to fulfil all spoken aspects of the role with confidence through the medium of English
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	Skills

Microsoft Office ICT skills 

Effective communication skills

Attention to detail

Good organisation and prioritisation skills

Numeracy

Data collection

Statistical returns

Training

Children’s Social Work System - ICS

Customer Care

Knowledge

Knowledge of services provided for Children and Young People

Role and function of Children’s Social Work

Awareness of Customer Complaints policy and related procedure

Anti-discriminatory practice

Experience

Clerical experience

Development of Administration and Information Systems

Personal Qualities

Ability to maintain confidentiality

Ability to work as part of team

Ability to use own initiative

Ability to communicate with a wide range of professionals

Ability to deal sensitively with members of the public

Ability to work flexibly 
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For information

Category (E)
-
Essential Recruitment


Without which the candidate would be unable to carry out the 


duties of the day

Category (D)

Desirable Features

Which, would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience etc.
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