[image: image1.jpg]



Job Description
	For HRU use only
	Ref:3352


	Directorate
	Deputy Chief Executive

	Section/Location
	Health Education Care and Safeguarding

	Post Title
	Admin Assistant Court of Protection

	Permanent/Temp
	Fixed term – 1 year

	Grade
	5

	Responsible to
	Court of Protection Officer

	Responsible for
	

	Job Purpose

	To assist with the provision of Court of Protection and Appointee services in respect of those who my means of mental incapacity are unable to deal with their own financial affairs and who do not have a family or other representative to do so. This will include creation and maintenance of basic management and financial information systems. Additionally the postholder will be expected to communicate with colleagues, service users, representatives or their families in relation to these matters.

Provision of funeral requirements for service users within the community who have no family to deal with their affairs (including home clearance and dispersements).

The postholder may also be required to undertake some of the specialist duties highlighted.  


	Job Content

	The following list is typical of the duties that the postholder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.

· To assist in the organisation and provision of financial and administrative support relating to Financial Services of Adult Social Care.

· To be part of a small team providing financial and administrative information to service users and other professionals, both internal and external.  This will include responding to and answering queries in relation to financial information, particularly Appointeeship and Court of Protection.

· To assist with the implementation of specific projects and undertake research as requested by the Court of Protection Officer or Manager – Financial Services.

· To undertake the management of manual and computerised record / information systems, including the analysis, manipulation and production / presentation of reports.

The following list highlights some of the specialist duties that could be associated with a post operating at this level.  Note - it may only be necessary for employees assigned to this level to undertake some of the duties.

· Operate, demonstrate and deliver basic training on relevant ICT software packages e.g. word processing packages, databases, spreadsheets, and internal systems such as flexi and BMS.

· To assist with marketing and promotion activities

· Complete and submit monitoring forms, returns etc, including those to external bodies. 

· To undertake activities in relation to technical administrative procedures and provide advice and guidance on these to a range of service users, internal and external agencies.


	Performance standards

	Via the IPR and personal objectives set as part of that process


	Working conditions

	Post will be mainly office based at the above location or any location identified by the relevant manager.  Post is 37 hours per week with flexi-time working – according to the needs of the business



	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	· Ability to demonstrate initiative and self-motivation
· Effective communication skills, both written and verbal

· Ability to make maximum use of ICT and software packages – including Word, Excel and Access

· Ability to work in a flexible and responsible way  to both internal and external customers

· To be able to work effectively as part of a team
· Be flexible in approach to work situations

	· Experience of working within the area of health and social care

· Experience of the Local Authority’s financial systems, including Financial Regulations and Anite Debtors

Knowledge of legislation around Mental Capacity Act, Court of Protection and Appointee
	Application form and interview

	Qualifications and Training
	Good general standard of education to GCSE or equivalent, including Maths and English

	· NVQ Level 3 in Administration or equivalent


	Application form and interview

	Experience
	Dealing with customers on the phone and face to face


	· Experience of dealing with service users or their representatives in relation to service provision.

· Experience of working in an administration or financial bases environment.

· Experience of Local Government financial systems.


	

	Special Requirements
	Committed to implementing the Council’s equal opportunities policy and anti-discriminatory practice.
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