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Job Description and Person Specification Profile

	Job Title  Team clerk
	

	Job ID   J61
	

	Service Children with Disabilities team 
	

	Grade C
	

	Reporting to Lynne Barnett 
	



	The Role

	
Main Duties and Responsibilities include:

· Provision of an appropriate response to all forms of enquiries to the Children with Disabilities Team, incoming and outgoing telephone calls.
· Provision of a reception service to all visitors to jubilee Gardens.
· Maintaining effective administrative systems and support for the CWD team.
· To manage the electronic bookings diary.
· To raise purchase orders to support CWD team.
· To oversee the CWD panel administration. Invite all members and minute the CWD resource panel.
· To support the recording extraction and correlation of statistical data as required. 
· Participate as part of the CWD team in planning and development of services.
· Maintain general stationary and sundry items to agreed stock levels.
· Use of TMBC procurement systems. Invoices incoming and outgoing.
· Maintain the levels of leaflets, information and advice for staff, events and information days. 
· To assist staff in completion of birth certificates, passports and contact arrangements.
· To participate in all training as required.
· To observe all Council policies and procedures in respect of administration and professional practice.
· To contribute to policy making within the service and to the evaluation and review of services.
· To undertake such duties commensurate with the level of responsibility for this post.
· 

The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

Educated to GCSE level or equivalent with 4 GCSE Grade A – C 4/9 including Maths and English 

Your essential skills, knowledge and experience

An ability to fulfil all spoken aspects of the role with confidence through the medium of English
Ability to work jointly across the service and with other agencies
Ability to communicate openly and honestly with children, parents and carers
Ability to maintain up-to-date accurate information using IT database
Ability to relate with children with additional needs effectively
Ability to work as a member of a team
Ability to communicate effectively in writing and produce good quality reports
Understanding of anti-discriminatory practice
Ability to display a high degree of interpersonal skills.
Ability to be non-judgemental
Aware of self and own values
Ability to be self-motivated and show initiative 
Ability to seek out and develop own learning
Ability to work under pressure

If you have the following experience or qualifications – then that’s great!

Direct work with disabled children using a range of communication methods
Direct work with disabled children
Experience in joint working arrangements with other agencies
Knowledge of safeguarding / child protection
Understanding of theory of communication with children and families
Knowledge of the financial processes for TMBC
An understanding of Anti-oppressive practice.






Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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