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JOB DESCRIPTION

[bookmark: _Hlk30062101]Department:  Children’s Social Care	Location:  Magdalen 
                                                                                                                 House

Division: 	Social Care	Post No: 06821

Section: 	Provision

Post: 	Panel Administrator 

Grade: 	E

Accountable To:
Business Support Manager 






JOB PURPOSE
To provide a full administration service to the Fostering Panel which is a statutory requirement under NMS for Fostering and also administration for LAC Service which includes the minuting of all Panels, Permanence Planning Meetings (PPM), Legal Gateway Meetings and Adoption preparation and Planning Meetings.







MAIN DUTIES

	
PANEL

1. To undertake all administrative duties, relevant to the Panel Administrator for the  Fostering Panel, PPM, Legal Gateway and any other meetings including Adoption preparation scheduled for the Provision service.

2. Duties undertaken will include production of an annual schedule of meetings, preparation of agendas, ensuring quoracy, maintenance of a Panel booking system, copying and collation of papers and relevant documentation from practitioners, issuing of papers securely to Panel members

3. To minute Panel meetings in line with statutory guidance (NMS Reg. 8).  Minutes are to be typed applying considerable precision and speed in order to complete tasks within a specific time frame.

4. To draw to the Chair’s attention any matters requiring his or her attention.

5. To ensure the Agency Decision Maker has the appropriate papers in order to make the necessary decisions, within time lines stated in the legislation.

6. To ensure decisions are notified to the necessary people in the appropriate format.




7. To maintain appropriate records of work undertaken and to comply with administrative procedures, particularly the liaison with other agencies.

8. To maintain records of panel members, including production of statistical records for performance monitoring, government returns and annual reports.

9. To ensure confidentiality at all times, with regard to Panel business.

10. To provide general cover for other administrators within the section as required

PPM, Legal Gateway and other meetings
	
1. To organise and maintain the collation and electronic storage of files, reports and any other appropriate records in relation to PPM, Legal Gateway and adoption meetings. 

2. To monitor and maintain an accurate data base ensuring timescales are being met in regard to children and young people; providing statistical information to Managers.

3. To maintain an accurate booking/diary system and schedule

4. Minute the meetings and distribute to the relevant Managers, Legal Department and Safeguarding in a timely manner.

Other duties
	
1. To process incoming and outgoing mail.

2. Process invoices, issuing petty cash, updating budget spreadsheets

3. To prepare for, and attend, staff meetings as appropriate.

4. To participate in available training, and developmental activities as required.

5. To contribute as appropriate to developments within Children’s Social Care.

6. To undertake any other duties as directed from time to time to meet the exigencies of the service.

7. For operational reasons, it may be necessary for the post older to work in other Children’s Services sites on a temporary basis.

8. To ensure that client information data is lawfully gathered, accurate and up to date and only divulged in accordance with the Data Protection Act 1998 and the local government common law duty of confidentiality.  Failure to apply to these duties can lead to the individual or the department facing court proceedings.
 










PERSON SPECIFICATION	

PANEL ADMINISTRATOR

GRADE: E 
	
Personal attributes required

	
Essential (E)
Desirable (D)


	Qualifications
Word processing qualifications/experience
Typing 35 wpm (RSA II)

	
E
E

	Experience
Experience of minute taking
Experience of working in a busy office environment as part of a team
Administrative and record keeping (including filing)

	
E
E

E

	Knowledge/Skills/Abilities
Excellent word processing skills
Demonstrable organisational skills
Excellent interpersonal skills
Excellent written and oral communication skills
Sound knowledge of Microsoft Word and Excel
Appropriate typing/word processing/shorthand qualifications and/or experience essential
Ability to demonstrate initiative and to work with minimal supervision
Ability to meet tight deadlines
Knowledge of Microsoft applications other than word
Knowledge of the Local Government environment
Knowledge of the Social Care environment

	
E
E
E
E
E
E

E

E
D
D
D

	Other
Willing to work at other team bases as required
Must be adaptable and flexible
Ability to cope with the sensitive nature and content of reports and assessments for looked after children and birth parents.

	
E
E
E





ORGANISATION CHART

Service Manager
Lisa Cummings




Fostering Team Manager
Maria Spatuzzi





Grade H
Business Support Manager
Mandy Gratton







	

Grade E Panel Administrator Full time
* Vacancy
Grade E
Panel Administrator Full time 
Grade E Panel Administrator Full time
Grade E
Business Support
30 hrs 
Grade D
Business Support 18 hrs p/t 
Grade D Business Support
Full time












* This post

SPECIAL CONDITIONS (if applicable)

Due to the nature of the work involved, this post is "exempt" from the provision of the Rehabilitation of Offenders Act 1974 by virtue of the ROA 1974 (Exceptions) (Amendment) Order 1986

GENERAL:
	
This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

The post-holder will be expected to observe and promote the Council’s commitment to ensuring that it does all that is reasonably possible to minimise the potential for crime, disorder, anti-social behaviour, substance misuse and crime that adversely effects the environment.

Note:  Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  
	
Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information. 

Undertake, and participate in training, coaching and development activities, as appropriate.

This is a new post.  The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.


Prepared by:	Name               Suzanne Boylan

	Designation    Business Support Manager 

	Date                 October 2013
Physical skills

Due to the development of the panel administrators role the increased level of responsibility and expansion of the number of panels covered, the level of complexity has increased significantly in terms of the physical skills required, for example, the administration of panels requires a high level of dexterity and coordination in ensuring panels are administered to a high standard within NMS regulations.  
Refer to JD main duties point 3.

Initiative and Independence

The increased responsibility within this factor relates to the panel administrators responsibility for working within Fostering and Adoption Regulations.  It is the post holder’s responsibility to work within these guidelines which are afforded a high level of autonomy to deal with problems or decisions arriving from these tasks, for example, it is within the post holders remit to ensure quoracy or the rescheduling of panels, the post holder is also required to multi task, working on their own initiative on a daily basis and have the ability to negotiate with both the team and other members of the service when necessary, without having to get clearance from a Manager.

Physical demands

The panel administrator is required to concentrate for long periods of time during panel meetings in order to accurately minute this, putting physical demands on the post holder.  The panel sits for a minimum of 4 hours.

Emotional demands

The requirement for the panel administrator to witness emotional demands is a key feature of the panel administrator’s role.  The range of contacts include, panel members, social workers, prospective foster carers and adopters, and other professionals, for example, agency medical advisor.  During the course of this contact the information given is minuted and can cause high levels of stress to the post holder due to the sensitive and confidential information discussed.  This is a frequent occurrence for the post holder during the course of day to day work, for example Fostering and Adoption panels, Legal Gateway meetings, Permanence Planning Meetings and medical meetings.


Responsibility for Supervision

Please refer to the structure chart included within the JD.


All other scores attributed to other factors we agree with.

