Belfast Tribunal Representation Service

Job Description
Job Title:
Tribunal Assistant
Salary:

£15,743.00 per annum plus pension contribution
Hours:

37.5hrs per week NJC Scale 14-17
Holidays:
31 per annum, including customary and statutory holidays (in accordance with terms & conditions of lead partner)
Location:
Ligoniel Improvement Association 
Funding:
Fixed term contract, funding for this post has been secured to 30th September 2017, and continued employment beyond that date will be subject to further funding being secured. This post is subject to a 6 month probationary period.
The Belfast Advice Group is a steering group representing the five consortia of advice organizations currently funded by Belfast City Council. The Group has secured funding from Council to provide a citywide tribunal representation service for clients, as a response to the anticipated increase in hearings arising from changes to the benefits system. The aim is to provide clients with effective, professional representation which significantly enhances their chances of securing a favourable outcome at hearing.

Ligoniel Improvement Association has been appointed as the lead partner to facilitate the delivery of the service on behalf of the Group.
Purpose of Post

The Tribunal Assistant will provide administrative support to a small team of Tribunal Representatives providing representation for clients at hearings of the Appeals service. The Assistant will be responsible for maintaining accurate client records, assisting with the ongoing management of caseloads, and liaising with clients, generalist advice services and other agencies to obtain and forward appropriate information which ensures that cases are progressed in a timely and effective way.
Reporting Arrangements
Line management of staff will be the responsibility of the Chief Executive employed by Ligoniel Improvement Association. Supervision on operational issues will be provided by a Senior Tribunal Representative.
Duties

· To log all referrals for representation from generalist advice services;

· To log all incoming post and ensure that appropriate action is taken;
· To maintain accurate client records;
· To be for first point of contact for clients advising of the tribunal services

· To assist Representatives with effective management of their caseload, by maintaining an accurate calendar of cases which allows work to be appropriately scheduled and prioritized, both within the staff team and by individual Representatives;
· To undertake case recording on behalf of Representatives, accurately detailing decisions and any additional benefit entitlement secured for clients;
· To liaise with clients, generalist advice services and other agencies to secure additional evidence;
· To liaise with Appeal Service ensuring all medical notes, correspondence have been received in timely manner;
· To liaise with the Social Security Agency to request reviews on behalf of clients, and to ensure that additional supporting evidence is provided;
· To liaise with the Appeals Service, requesting adjournments, postponements, set asides and statements of reasons when required;
· To produce correspondence and other documentation as required by Representatives;

· Order stationery and office supplies 

· To assist with producing reports and statistical information on the service 

· To assist with promotion of the service 

· Any other duties consistent with the purpose of the post.
Person Specification

Job Title: Tribunal Assistant
	Criteria
	Essential
	Desirable
	Assessed By:

	Qualifications/
Attainments
	· 5 GCSE’s at Grade c+
· Welfare Rights training either Citizens Advice or Law Centre 
	· IT/Word Processing 

	A/P

	Relevant Experience
	· A minimum of 2 years’ experience within the last 5 years of administration within an advice or similar service, including the maintenance of records
· Evidence of managing a workload, scheduling and prioritizing work within timescales
	· Caseload management in an advice or similar context
· Case recording in an advice or similar context
	A/I

	Knowledge
	· Benefits system
· Case recording system 

· IT Systems
	· Appeals process
	A/I

	Skills
	· Excellent organizational skills
· Good IT Skills
	
	A/I

	General
	· Good standard of written and spoken English
· Confident, sensitive and effective interpersonal and communication skills
· Able to work to own initiative
	
	A/I

	Other
	· Good work attendance history
· Flexibility on working hours when required
	
	A


Key:
A = Application

I = Interview


E = Exercise


P = Proof of Qualification

