GOVERNANCE, RESOURCES and pensions
Job Description

	JOB TITLE
	Democratic Services Administrator 

	SERVICE UNIT
	Democratic Services

	RESPONSIBLE TO
	Democratic Services Business Manager

	GRADE
	Grade F

	OBJECTIVES
	To provide effective and comprehensive support for the delivery of school admission appeals in Tameside. 

	MAIN DUTIES AND RESPONSIBILITIES

1. To effectively plan and deliver school admission appeal hearings.
2. To prioritise workloads and develop a clear timetable for school admission appeals in order to take account of support and busy periods for the allocation of school places (April to July) 
3. To undertake all administrative duties for school appeals both pre and post hearing.
4. To ensure that all appeal activity is accurately recorded, contributing to the submission of statistical information on admission appeals.
5. To deliver Exclusion and Home to School Transport appeal hearings as and when required, ensuring that guidance is followed and training for panel members is provided where needed.

6. To be the first point of contact for parents/carers making an appeal and advise parties on procedure and how decisions are made.
7. To liaise with the Council’s School Admissions team, school staff, Headteachers and presenting officers.

8. To be responsible for how the hearing is run in accordance with the School Admission Appeals Code, advising the Panel as necessary.
9. To record the proceedings, attendance, voting outcomes, panel decisions in such a form that the Panel, Clerk and school agree is appropriate. This must record the points raised at the hearing and make clear what view the Panel took in coming to its decision about points raised by appellants.
10. To notify all parties of the Panel’s decision.

11. To actively review the pool of members (volunteers) the Council uses for School Appeals and to ensure recruitment methods are undertaken as and when required.
12. To contribute to the process of continuous development and improvement of systems necessary for the effective delivery of the service.
13. To make any reasonable adjustments during the appeal hearing to ensure that any person with a disability (as defined in the Equality Act 2010) can take a full and active part in the process.
14. To implement the Council’s Equality and Health and Safety policies.

15. To undertake such job related duties as may be required from time to time which are commensurate with the grade of the post.


GOVERNANCE, RESOURCES AND PENSIONS
PERSON SPECIFICATION

	JOB TITLE
	Democratic Services Administrator

	Service unit
	Democratic Services


	1. Qualifications
	CATEGORY 

	· Good standard of education (A Level or above) or relevant demonstrable administration experience.
	E

	2. Key Skills & Knowledge
	

	· Strong administrative and organisational skills with the ability to deliver objectives within agreed timescales
	E

	· Ability to plan and prioritise workloads to take account of periods of increased demand
	E

	· A proven record of success in communicating and engaging with a wide range of internal and external bodies, building productive working relationships
	E

	· Excellent written communication skills including the ability to take accurate notes and produce high quality minutes
	E

	· Experience of dealing with potentially contentious correspondence, in a confidential and sensitive manner
	E

	· Experience in the use of computer systems including Microsoft Word and Excel
	E

	· Excellent attention to detail and the ability adapt and problem solve where required
	E

	· Ability to maintain focus and objectivity under complex conditions
	E

	· Ability to interpret and summarise complex information
	E

	· Knowledge of the School Admissions Code and the School Admission Appeals Code
	D

	· A desire to analyse and review processes with a view to continually improve service delivery and methods
	D

	3. Key Aptitudes & Personal Qualities
	

	· Self-motivated and drive to complete tasks to required timescales and quality standards
	E

	· Willingness to take responsibility for own work and development
	E

	· Commitment to the principles of customer service
	E

	· Commitment to the principles underpinning equality and democracy
	E

	· Interest in local government and delivery of services
	E

	· Aptitude for team working, with a focus on practical outcomes
	E

	· Willingness to undertake further training and development
	E


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.

