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JOB DESCRIPTION

Division / Department



JOB TITLE:	Team Clerk

DIVISION:	Adult Social Care Services

GRADE:			Band 6

RESPONSIBLE TO:	Team Manager

POST REFERENCE: 	105674



Purpose of Post

1. To provide an effective and efficient clerical and administrative support service to the Team.

2. All staff will be expected to consider their role in the context of the objectives that the Department is working towards and to contribute constructively to the continuous improvement, performance management and best value culture and also the interagency context of the Department's work.

Key Relationships

All staff will be expected to promote team working within their particular staff group/service area but also across the Department as a whole, with corporate colleagues, with staff from other agencies and representative groups and working with elected Members as appropriate. 

Additionally, key relationships for this post will be:-

· Line Manager and Principal Practitioner 
· Heads of Business Units/Services 
· Team Managers and Principal Practitioners from Care Management Teams.
Additional relationships for this post will be:-

· Management Information Systems Team
· Social Work Teams
· Integrated Care Teams
· User Property Finance Teams
· Team Clerks of Interdepartmental Teams
· Other Agency Contacts, ie Health, Voluntary Sector, Independent Sector
· Other Departments within Child & Adult Services and Hartlepool Borough   
Council      
· Service Users and their Carers
· Members of the public.


Main Duties and Responsibilities 


1. To ensure that accurate administrative records and systems are maintained as required by policies and procedures.  This will involve the use of manual and computerised systems.

2. To respond appropriately to all telephone enquiries, ensuring that they are dealt with effectively and efficiently.  Line management is to be informed of any difficulties or issues.

3. Respond effectively to appropriate requests for the provision of statistical information from any relevant management information systems.

4. Ensure that strict confidentiality is maintained in all areas of work, in accordance with departmental policies, procedures and guidance.

5. To operate and maintain the recording and management of effective and efficient office systems, including the creating of templates and computerised file management to support the team.

6. Ensure contractual financial data is accurately recorded and verified onto appropriate system.

7. Ordering goods and services and dealing with payment of invoices using Integra.

8. To provide a word processing service as required.

9. To provide assistance and cover the other clerical posts as and when required.

10. To assist in ensuring the Team provides responsive services.

11. Any other duties of a related nature, which might reasonably be required and
 allocated by the Managers.


Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date:  March 2023

HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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