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Job Description 
Appeals Clerk 

[bookmark: _GoBack]The Role 
Location: Foundation Office and home based
Accountable to: Admissions Department 
Direct reports: None
Hours of work: Main hearings take place in May and June, around 10 days per year plus preparation time and any ad-hoc appeals throughout the year
Salary: £17.67 hourly rate 

Purpose of the Role: 

This exciting role will involve clerking for five grammar schools within the King Edward VI Academy Trust Birmingham on a flexible part-time basis.   The successful candidate will be required to support the Admissions Department within a wider professional team based at the Foundation Office.   

The main purpose is to:

· Clerk, minute and produce typed minutes of every hearing attended
· Provide effective administrative support to the Admissions Department and to the required Schools  
· Manage information confidentially and effectively to assist the Admissions Department


Principle Duties and Responsibilities:

1. Prepare a focused agenda for each hearing

2. Convene meetings of each hearing and distribute relevant paperwork 

3. Effective administration of meetings including taking the minutes and ensuring the minutes are compiled in a timely fashion

4. The clerk will report to the Admissions Department based at the Foundation Office

5. Act as the first point of contact for assigned hearings  

6. Follow up any agreed action points with those responsible and inform the Chair of progress

7. Maintain a record of signed minutes of meetings at the Foundation, and ensure copies are sent to relevant people on request and are distributed as instructed by the Admissions Department 


Special Requirements:
· Be able to work at times convenient to the Admissions Department
· Be able to travel to meetings
· Be available to be contacted at mutually convenient times
· Have access to computing facilities

General Duties and Responsibilities:

1. To develop a clear understanding of the Foundation’s vision, mission and strategic aims and to actively support these.
1. To remain up to date with the Foundation’s policies, procedures and code of conduct and uphold these at all times.
1. To identify and undertake relevant training to enable continuing professional development, where resources allow.
1. To prepare for and proactively engage in the performance development cycle with your line manager.
1. To attend appropriate internal and external meetings, as directed by your line manager.
1. To work in such a way as to minimise risks to data protection and to the environment.
1. To undertake such other duties as are agreed as being in keeping with the general nature of the job and its grade.

The post holder will be required to attend hearings at the Foundation Office 

The successful candidate will be required to fulfil an enhanced DBS check.

This job description reflects the current requirements of the post. As duties and responsibilities change and develop due to changes in organisational and other circumstances, so the actual duties and responsibilities will vary from the particulars of this job description. Job descriptions will be updated or amended from time to time to reflect such changes.



Person Specification

	
Essential
	
Desirable

	Knowledge and experience

	· Minute taking experience
· Administrative experience
· Dealing with confidential information in a professional and appropriate manner.
· Experienced in using the Microsoft Office Suite
· Organising meetings

	· Knowledge of educational legislation, guidance and legal requirements
· Knowledge of Data Protection legislation


	Qualifications

	· Good level of education at least to GCSE standard or equivalent, including Maths & English
· Full UK Driving Licence
· Demonstrate a willingness to attend appropriate training and development

	· Attended the National Training Programme for Clerks or equivalent

	Skills

	· Excellent oral and written communication
· Able to prioritise work load and work to deadlines
· Good record keeping, information retrieval and dissemination of data/documentation
· Methodical and organised approach to work
· Excellent listening skills
· Ability to compile agendas and write accurate concise minutes
· The ability to converse at ease with parents/pupils and members of the public and provide advice in accurate spoken English is essential for the post

	

	Competencies

	· Self-motivated
· Good accuracy and attention to detail
· Ability to work under own initiative, with minimal supervision
· Flexible approach to working hours
· Adaptability
· Impartiality
· Initiative and motivation to assist and improve the working of the governing body
· Openness to learning and change
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