ROLE DESCRIPTION
	ROLE TITLE:
	County/Regional Disciplinary Secretary 

	

	ROLE SUMMARY:
	To provide administrative support to the Investigation/Disciplinary/Appeal  Panel dealing with Complaints which are referred to them under the Disciplinary Regulations. 

	

	EXPECTED HOURS: 


	Dependent on number of cases received and complexity. Average 10 hours per case. Commitment needs to be given to abiding by time limits within the procedures as is best possible. 

	

	KEY TASKS:
	· To receive, acknowledge and process all Complaints in accordance with the Disciplinary Regulations;
· To arrange members of a Panel and appoint a Chair;
· To action all requests from the Chair of a Panel and report back/distribute information as necessary and act as the communicator on behalf of the Chair;
· To collate, produce and distribute documents, bundles and any other materials for the relevant Panel;
· To produce and despatch all notifications, forms, Decisions, minutes and other documents as required at each and every step of the process, from initial Complaint through to conclusion of the matter, including final Appeal;
· To book venues and arrange necessary secretarial support; 

· To provide advice and guidance to the Panel, Complainant and Respondent on the Disciplinary Regulations and their application;
· To liaise between the parties and be the point of contact for all communications; 

· To produce accurate minutes, reports and Decision Notices;
· To liaise with England Netball and ensure all necessary notifications and records are provided to them.


Person Specification

	
	ESSENTIAL
	DESIRABLE

	SKILLS
	· Strong interpersonal skills

· Strong communication skills 

· Excellent organisational and planning skills 

· Excellent facilitation skills 

· Excellent presentation skills
	· Strong leadership and delegation skills 

· Excellent IT skills 

· Team leadership skills 

· Good political and influencing skills 

	ABILITIES
	· Ability to remain calm under pressure 

· Ability to deal with conflict

· Ability to manage a group of volunteers from a variety of backgrounds

· Ability to build and maintain effective networks 

· Ability to minute meetings accurately 

· Ability to work to deadlines 

· Sensitivity and ability to listen 

· Ability to maintain an open mind

· Ability to focus on issues 

· Access to e-mails


	· Ability to be flexible and enthusiastic 



	EXPERIENCE
	· Proven organisational and management ability
· Practical experience of the use of Microsoft Office (word essential)
	

	ATTRIBUTES
	· Gives attention to detail

· Awareness of and respect for confidentiality 

· Flexibility and willingness to take on responsibility according to the best interests of good decision making

· Analytical approach to information

· Confidence to act independently 

· Good attention to detail and accuracy
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