TAMESIDE METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION

Department:

Directorate of People





Section:

Safeguarding & Quality Assurance

Job Designation:
Conference & Review Clerk


Grade:


D

Job ID:

D34

Post Objectives:
Administrative Support to the Conference and Review section

Main Duties and Responsibilities

1. Administrative support to allocation meetings.

2. Convene meetings, liaising with all relevant agencies.

3. Prepare venue, collate reports and information for Child Protection conferences and receive 

family members and agency representatives.

4. Respond to telephone enquires and requests for information.

5. Minute meetings and Child Protection conferences and distribute as required.

6. Maintain manual and computerised information systems.

7. Assist in the collation of statistical information for the Service, the Tameside Safeguarding 

Children Board and the Department for Education and Skills

8. Comply with all procedures in relation to administrative processes and the handling of 

information.

9. Participate as part of the Conference and Review Team, in the planning and development 

of the Service.

10. To undertake such other duties as reasonably correspond to the general character of the 

post, and are commensurate with the levels of responsibility.

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 Section.

6. To attend internal/external training sessions and information meetings to learn and 

update on all relevant aspects of procedure, policy and systems, including those of outside agencies.

7. To receive and distribute incoming faxes.  Send outgoing faxes as directed by team 

members / Service Unit Manager.
8. To comply with Children’s Social Care Destruction of Information Policy. 

TAMESIDE METROPOLITAN BOROUGH COUNCIL

Person Specification

Department:

Directorate of People





Section:

Safeguarding & Quality Assurance

Job Designation:
Conference & Review Clerk


Grade:


D

Job ID:

D34

Post Objectives:
Administrative Support to the Conference and Review section

Designation:

Conference & Review Clerk Grade D

Personal requirements of a successful post holder



       Category

1) Education Standards/Qualifications/Membership of Professional 

Institutions (indicate grade)

GCSE Standard of English/ Equivalent






E

B(TEC) National Diploma 








D

2) Specialised Training

ICS PROtocol (Integrated Children’s System)
   




D

IT Training in Microsoft Word, Excel, Access, Outlook




E

3) Experience

General Clerical experience








E

Minute taking 










E

Knowledge of service provided by Social Care & Health




E

4) Key Skills

Typing/ Word Processing 40 wpm







E

Shorthand 










D

Excellent Communication skills 
5) Key Knowledge

Knowledge of anti-discriminatory practice






E

Aware of Department’s Customer Complaints procedure




E

Services provided by Services for Children & Young People



D

6) Key Aptitudes and Personal Qualities

Ability to work as part of a team 







E

Flexibility










E

Ability to deal sensitively with members of the public




E


Ability to work under pressure







E

Ability to work on own initiative







E

Confidentiality










E
An ability to fulfil all spoken aspects of the role with confidence through the                       E

medium of English
For Information:

Category

(E) Essential Requirement without which the candidate would be unable to carry out the duties of the post.

(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.

