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Job SUMMARY


	JOB TITLE: :  Statutory Meeting Co-ordinator 
	POST NO(S): 

	JOB PROFILE: Administrative & Support 3 – Grade 4

	SECTION/UNIT:  Resources

	DIVISION:  Integrated Service Support

	REPORTING TO:  Democratic & Document Services Business Officer

	STAFF RESPONSIBILITIES:  None

	JOB PURPOSE:
To effectively co-ordinate and service statutory and regulatory meetings. This includes organising, collating information, attending and minuting relevant meetings including Looked After and Accommodated Children Reviews, Child and Adult Protection Case Conferences, and Multi-Agency Public Protection Arrangement meetings.



	KEY OBJECTIVES
Jobholders will:

Co-ordinate statutory and regulatory meetings in conjunction with the service they are supporting. This will include:

· Organising the meetings

· Pulling together relevant information for the meeting including background reports

· Attending the meeting and taking the minute

· Follow up support

The Jobholder will be required to ensure that all of these tasks are carried out within a specific timescale to meet the statutory or regulatory requirement.

Organising the meetings

Depending on the type of meeting being co-ordinated, create and update a rota of Chairs, Reviewing Officers, Panel Members and Agency Decision Makers.

Write to those scheduled to attend, arranging suitable dates, in accordance with strict statutory timescales.  Organise appropriate accommodation.

Explain procedural requirements to attendees as required.

Act as first point of contact on enquiries.

Collating relevant information

Collate reports from Social Workers, medical practitioners, police, legal advisers, psychologists, teachers etc which will form part of the discussion at the meeting, and circulate agenda and other papers in advance. 

Attend and minute meetings

Review reports in advance to become familiar with the material.

Attend meeting to take the minute of the discussion and outcomes.

Type the document, seeking input from experts as required eg legal advisor, then agree the final document with the Chair.

If required organise the return of the signed minutes and notification letters from the appropriate individuals.

Undertake follow-up support

Depending on the type of meeting, follow through with legal notifications.

Update Framework-I with decisions immediately

Produce follow up letters.  

Maintain a range of records as required

Other tasks

Maintain, store, archive and destroy files and filing systems according to agreed procedures.

Input to, update and interrogate a range of databases including Framework-I.  Analyse data and produce statistics and management reports and disseminate information to staff and service users.  

Identify where statutory timescales are being missed and bring to the attention of management.

Monitor the effectiveness of administrative systems, recommending and implementing procedural improvements as required.

Participate in project working groups as appropriate offering advice and guidance on project objectives.

Contribute to the development of Democratic & Document Services policies, procedures and ways of working to ensure that the council meets the legislative, guidance and sector best practice principles.

Any other appropriate duties identified by the Integrated Service Support Management Team.



	KNOWLEDGE

Educational:

Essential:

The Jobholder requires a minimum qualification to HNC/ SVQ3 level in business studies, office management or administration or an acceptable equivalent qualification and/or extensive demonstrative experience to this level in one of the identified disciplines would be an acceptable alternative. 

Experience:

Essential:

To be competent in the role the Jobholder must have good interpersonal skills and knowledge of the various systems and software including Microsoft packages.  S/he must also have previous experience of working to strict deadlines, co-ordinating and taking minutes and producing complex documents.  S/he must also be able to type at speed.

Desirable:

An understanding of the services the Council provides to the community and the relevant regulatory frameworks associated with this would also be desirable.
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