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	Post:
	Clerk  

	Location:
	All Wales, with a Cardiff office base

	Pay Band:
	A2 £24,165 - £26,745

	Line Manages:
	N/A

	Reports To:
	Hearings Manager 


Job Purpose:

To undertake the role of Clerk to the Registration Appeals Panel and Fitness to Practise Panels, in compliance with the Social Care Wales Rules.
To contribute to the on-going development of the Social Care Wales hearings function.

Main Duties:

1. Sit as Clerk on Social Care Wales panel hearings and meetings 
2. Coordinate hearings by agreeing dates, producing and sending notice letters and hearing bundles in a timely manner; setting up hearing rooms, organising panel refreshments and that any agreed special measures are in place
3. Keep accurate notes of panel decisions, reasons and legal and medical advice.
4. Input panel decisions and store related paperwork into the team’s case management system.

5. Prepare and send formal notification of the panel’s decision to all relevant individuals and organisations in accordance with the legislation and the team’s policies and procedures.

6. Work closely with the Fitness to Practise and Registration teams to ensure referred cases are allocated a hearing date within reasonable timescale.  Where necessary, work with the Fitness to Practise Officer to carry out risk assessments in order to agree any special measures which may be required.
7. Liaise with and provide accurate procedural advice regarding the relevant legislation and internal hearing procedures to all relevant parties as required. This will include; panel members, Legal Advisers, Presenters, applicant/registered persons and their representatives, employers, witnesses and members of the public, press and media, and staff.
8. Produce briefings regarding hearings and the team’s work for panel members, staff and external stakeholders.
9. Contribute to the production of statistical reports as required.
10. Organise panel members’ administration, including: 

· training

· reappointment 
· recruitment

11. Contribute to the on-going review of the team’s operational procedures. This will include reviewing template letters, guidance documents, policies and procedures, the CRM system, website and intranet pages, and make recommendations for change where appropriate.
12. This role will require travel to hearings across Wales which will incur some out of office hours working, overnight stays and lone working.

13. Promote the effective integration of Social Care Wales’ values, throughout all aspects of the team’s work, and place individuals who use services at the heart of the work.
14. Undertake relevant training and, where required, help with the training and development of others.
15. Undertake other duties that may reasonably be requested which are appropriate to the level of the post.

Notes:

This job description describes the principal purpose and main elements of the job.  It is a guide to the nature of the main duties as they currently exist but is not intended as a wholly comprehensive or permanent schedule of tasks. The post holder is expected to work flexibly and respond positively to changing business needs.

Social Care Wales offers excellent terms and conditions of employment, including:

· generous annual leave (28 days + 8 public holidays and 3 paid privilege days per year)

· Membership of a Local Government Pension Scheme 
· pleasant working conditions in city centre offices, with nearby public transport links. 
· a suite of family-friendly policies

· optional flexitime scheme
PERSON SPECIFICATION
We expect all our staff to embrace and demonstrate behaviour that is in line with our Values;
· Respect Everyone 

Seeing people as individuals and treating everyone with dignity and respect


· Professional Approach


Acting responsibly and appropriately, holding each other to account.

· Always Learning 

Improving ourselves and supporting others to be the best we can be.

· Involve People


Encourage and enable everyone to work together
	ESSENTIAL CRITERIA

Please explain how you meet each criterion



	1. Experience of dealing with sensitive, confidential information and difficult behaviour in a calm and professional manner



	2. Excellent written and oral skills



	3. Excellent eye for detail 



	4. Ability to be proactive and prioritise work to tight deadlines 



	5. Confidence to work under own initiative and as part of a team




	DESIRABLE

Please explain how you meet each criterion

	1. Ability to carry out the duties of the role in both English and Welsh



	2. Knowledge and experience of the social care sector 
3. Ability to interpret and apply legislation to working processes



	4. Experience in using a case management system (CRM)


	5. Ability to give authoritative advice and guidance on legal requirements, policy and processes



	6. Good knowledge and understanding of regulation



	7. Ability to drive 
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Confidential
Application form

	Post applied for:

	 


For HR use only:
	Candidate Reference Number

	


Application form








Confidential

This form will need to be photocopied, please type or write clearly in black ink – Please do not remove any of the perforated pages.
	

	Personal details


	Last name - Mr/Mrs/Ms/Miss     
                                                                                                      

	First Names(s)


	Home Address


	Telephone No.
	Daytime:
	Home:

	
	Mobile:
	e-mail:


References

Please give details of two previous employers to whom we may apply for a reference.  One of these must be your present or most recent employer - if applicable.
References for all shortlisted candidates will be taken up prior to the interview.

If you do not want us to contact your referees at this stage please tick the box: 
	1. Name:

	2. Name:

	Job Title:

	Job Title

	Capacity:

	Capacity:

	Address:

	Address:

	Postcode:

	Postcode:

	Telephone:

	Telephone:

	e-mail:

	e-mail:



Relationships

Have you any friends or relatives employed by the Social Care Wales?  If so, please provide name(s) and relationships with those named:
	


Legal status to work in the UK
Do you have the legal right to work in the UK?                 Yes/No
If ‘YES’ but there are conditions attached, for example start or finish dates, please give details:
If ‘NO’ what type of permit do you require?:
Availability
Are there any dates during the next two months when you cannot attend for interview?
Education/qualifications
Please give name and type of establishment, beginning with Secondary School and list qualifications gained.
	Establishment

	Qualifications

	
	


Membership of professional bodies and professional qualifications
Please give details of your membership of professional bodies and the level of qualification attained. 
	Date 
	Professional Organisation
	Level of membership attained

	
	
	


Additional training
Please detail any further or specialist training undertaken or continuing professional development. 
Employment
If you are a school/college leaver include details of holiday jobs.
Present or last employer
	Name, address and nature of business:


	Position held and responsibilities:


	Dates (Month and Year)

From:


To:


	Salary (now or on leaving):


	Notice Period:


	Reason for leaving:



Previous employers
Starting with the most recent. Add more rows if necessary.
	Name and nature of business
	Position held and responsibilities 
	Duration - months and years

	
	
	

	
	
	

	
	
	

	
	
	


Person Specification 
Please explain how you meet the following criteria by providing examples from previous experience.

This section alone is used for shortlisting and the boxes will expand as you write in them. 

Only this section seen by the shortlisting panel, your personal details, education and previous employment are removed for shortlisting purposes. 
Essential
	Experience of dealing with sensitive, confidential information and difficult behaviour in a calm and professional manner

	


	Excellent written and oral skills

	


	Excellent eye for detail

	


	4Ability to be proactive and prioritise work to tight deadlines

	


	Confidence to work under own initiative and as part of a team

	


How did you hear about this position?
	


Please tick this box if you would like to receive any elements of the interview process in Welsh 

Declaration
I confirm that the details of this application and the evidence of competency provided in support of it, are to the best of my knowledge true and accurate; and I consent to Social Care Wales processing, by means of a computer database or otherwise, any information I have provided for the purposes of employment with Social Care Wales.
Signature:_____________________
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