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Job Description
	For HRU use only
	Ref:3450


	Directorate
	Commissioning and Asset Management

	Section/Location
	Independent Reviewing & Monitoring Team, Quadrant East

	Post Title
	Conference Administrative Assistant

	Permanent/Temp
	Permanent

	Grade
	Grade 5

	Responsible to
	Team Co-ordinator

	Responsible for
	None


	Job Purpose

	To work as part of an administrative team and provide an effective and efficient minute taking service to the Independent Reviewing Officers.



	Job Content

	· Ability to minute and record with a high degree of accuracy Child Protection and Reviews and Looked After Reviews as and when required, with good presentation skills and minimum amendments.
· Assist with the development of Quality Assurance systems / processes to ensure that all meetings take place within timescales.

· Ability to provide a high quality word processing service in respect of Children Looked After by the Local Authority.
· Input and extraction of information from a computerised client information database.

· Ability to provide support work around children who are subject to a Child Protection Plan, diary and other administrative tasks as directed by the Senior Child Protection Administrator.

· Ability to communicate effectively with the Independent Reviewing Officers.

· Ability to interact with colleagues / professional agencies.

· Good organisational / communication / interpersonal skills.

· Must have a flexible approach to work situations, commitment to continuous improvement and be able to work as part of a team, as well as using own initiative.

· To undertake relevant training to the job.

· To ensure the health, safety and welfare of employees and the public by complying with the appropriate health and safety policies.

· To comply with the Council’s policies and procedures.



	Performance standards

	· To work within the policies and guidance as set by the Council.
· To provide a high standard minute taking service and administrative support.

· Commitment to working within Key Performance Management arenas including timescales for all Child Protection Conferences, Reviews and Looked After Reviews.


	Working conditions

	· 37 hours per week
· Flexible Working Scheme

· Whilst the post is currently situated at Quadrant East, Cobalt Business Park; it may be necessary for the post holder to move or travel to various sites within North Tyneside.




	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Ability to minute take accurately

Accurate word processing skills

Proven ICT skills

Ability to work within key performance management framework in respect of timescales for meetings

Excellent administrative skills

Excellent time management and organisational skills

Excellent communication skills both written and verbal

Good interpersonal skills


	Understanding of Children’s Services functions
	Application Form 

Interview

References

	Qualifications and Training
	RSA 11 Typing or equivalent

GCSE English Language 

Extensive knowledge and use of all Microsoft Office and other relevant packages


	NVQ Level 2 / 3 in Administration


	Application Form

Interview

Portfolio

	Experience
	Minute taking experience

Word processing / Typing

Ability to work speedily, accurately and effectively under pressure and to meet tight deadlines.


	
	Application Form

Interview 

References

	Special Requirements
	Flexible

Commitment to high standards of work.

Self-motivated with an organised and structured approach.

Ability to cope under pressure.

Ability to work as a team.


	
	Application Form

Interview 

References
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