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Job Description

	


	Job Title: Tribunal Assistant
 
	Service Area and Team: Transport and Mobility – London Tribunals


	Grade: Band A
	Post Number and evaluation number: 

	Date last updated: 


	Reporting to (Line manager of post): Head of Support Services
	Responsible for (Inc Staff and budget responsibility): N/A

	

	Our Values: 
Trust Through Collaborations - We believe collaboration helps us learn, grow, and explore new ideas – giving us the confidence to experiment, be creative, and deliver a real impact. We foster a culture of trust where open, honest conversations are valued and it’s safe to challenge. 
Rooted in respect - We respect the different cultures, backgrounds, and perspectives represented within London Councils, our partners, and all who live and work across London’s boroughs. We create space for every voice to be heard and valued. We call out current, historic, and systemic prejudice, seek out different views, and act with integrity to achieve fairer, more equitable outcomes
Driven by Purpose - We are driven by our individual and collective purpose to make London a better place for everyone who lives in, works in, or visits the city we’re proud to call home. Our commitment to making a positive, meaningful, impact across all London boroughs and communities shapes our actions and guides our decisions.
Equality and Diversity - We are committed to and champion equality and diversity in all aspects of employment with the London Councils.  All employees are expected to understand and promote our Equality and Diversity policy in the course of their work

Health and Safety - Adherence to health and safety requirements and proper risk management is required from all employees in so far as is relevant to their role.  All employees are expected to understand and promote good health and safety practices and manage risks appropriately.

	



Political Restriction

In accordance with the Local Government and Housing Act 1989, certain posts are designated as politically restricted where they meet the statutory criteria, based on the duties and responsibilities of the role.

This post is not politically restricted.

Politically restricted posts are subject to statutory limitations on political activity, including restrictions on standing for elected office and engaging in certain political activities.





Job Summary: Tribunal Assistant

Functional links:	Head of Support Services, adjudicators, contracted IT, hearing centre and administrative staff, London Councils managers and staff, Enforcement authority staff, service users

Listed below are the requirements needed to undertake this job.  These will form a key part of the selection process.  In addition, all jobs with London Councils require a good performance and attendance record together with good standards of conduct and personal behaviour.  Evidence of these will be sought as part of the selection process.

Key Tasks and Accountabilities:

Under the direction of the Head of Support Services and Senior Tribunal Assistant, deal with case related correspondence and ancillary applications, undertaking paralegal activities as and when instructed.  Ensure these are dealt with in a timely fashion according to documented procedures and instructions.  

Overall Purpose of Job: 

· Using judgement, intellectual ability and initiative, handle cases and undertake wider regulatory activity under the legislation overseen by the Adjudicators, in line with established strategies, policies and procedures. 
· To actively contribute in the delivery of a comprehensive support service within London Tribunals. 
· Complete tasks within the administrative assistants’ area of work and, concentrating on the busiest areas in a volatile workflow environment, play a full part in contributing to the output of the team.
· Deal with a wide range of personal, written and telephone enquiries to the service, and queries from adjudicators.
· Identify those case management issues and enquiries which require the attention of London Tribunals’ management team and senior tribunal assistants, undertake preliminary enquiries and refer on. 
· Under the guidance of the Senior Tribunal Assistant, undertake areas of work across the service to ensure optimum productivity, quality and output.

To undertake all responsibilities listed below:

1. This will include completing streams of work across the team, as well as dealing personally with:

a. Communications with the Enforcement Authority; 
b. Case related and non-case related correspondence and queries;
c. Working very closely with adjudicators to undertake case related tasks and checks, as instructed. 

2. Deal with correspondence received regarding the service’s activities and the procedures for challenging charges, using a portfolio of standard letters and drafting custom replies where appropriate.
3. Deal with written, telephone and personal enquiries from the customer service centre operatives and members of the public regarding the services’ procedures, according to established service standards and protocols.
4. Identify potentially complex queries and any complaints against the service and escalate these to the appropriate level for resolution according to the established framework.
5. To assist as required in service development projects and initiatives, including carrying out necessary project administration.
6. To provide office cover for other members of the team as and when required. 
7. Assist in the arrangement of seminars, working groups, training sessions and seminars as required, including the scheduling of meetings, welcome of external attendees, provision of supplies and refreshments, and minute taking.
8. To work flexibly at all times, as a member of a cohesive team, and carry out other service and case administration tasks as required by the London Tribunals management team.
9. To carry out any other duties appropriate to the post, providing support for other parts of the service where as and when required.
10. London Councils is committed to and champions equality and diversity in all aspects of policy and employment.  All employees are expected to understand and promote equality and diversity in their work.
11. To take care at all times to uphold health and safety at work for self and others.  To observe London Councils Health and Safety policy and related procedures at all times.
12. To uphold the highest standards of ethical conduct in line with the expectations of a local government officer working in a judicial environment and adhere to these standards to uphold the reputation of the service and of London Councils.
13. To adhere to London Councils’ policies, procedures, regulations and protocols including the Data Protection Act 2018.

Any other duties commensurate with the role


This job description may be subject to review in the light of changing circumstances.  It is not intended to be rigid or inflexible but should be regarded as providing clarity in the accountabilities of the post-holder.  Other accountabilities appropriate to the grade may be assigned from time to time.
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Personal Specification

	Job Title: Tribunal Assistant
	Service Area: Transport and Mobility – London Tribunals


	Grade: Band A

	Post Number/Evaluation number:  

	Date last updated: 

	Reporting to (Line manager of post): 
Head of Support Services
	Responsible for (Inc Staff and Budget):  
N/A



	



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the CV and/or sifting questions, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.



	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Councils.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.


	PROTECTING OUR STAFF AND SERVICES

	Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role. All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.



	
CRITERIA - Essential

	
METHOD OF ASSESSMENT

	
KNOWLEDGE:

1. Knowledge or experience of working within legal regulations and statutory processes (desirable).
2. A clear understanding of working in a statutory environment and dealing with service users who may be unhappy with a tribunal decision in their case (desirable).
3. Clear understanding of the nature of administering an appeals service with independent adjudicators making legally binding decisions (desirable).
4. Understanding of the workings of local government and the issues confronting local authorities (desirable).
	


Sift Questions/Interview/assessment


	
SKILLS AND ABILITIES:
1. Excellent interpersonal skills and the ability to provide courteous, efficient and appropriate support to independent tribunal members considering appeals.
2. Excellent written communication skills, including the ability to draft and produce correspondence to a varied audience. 
3. Excellent oral communication and interpersonal skills, including the ability to convey unwelcome information in a clear, authoritative but sensitive manner.
4. Well-developed customer care skills, including the ability to deal with different service customers on the telephone and in person in a clear, helpful and courteous manner.
5. Good organisational skills to enable the efficient maintenance of office procedures and records.
6. Ability to work speedily and accurately, paying great attention to detail.
7. Ability to work with limited supervision, prioritise and organise personal workload, and contribute to the work of the team to ensure service standards and targets are met.
8. Ability to handle confidential information regarding judicial case files, personal records and claims in a discrete and professional manner.
9. Ability to retrieve and collate statistics and data, presenting and maintaining this data for easy reference.
10. Ability to initiate and maintain effective administrative processes.

EXPERIENCE:
Experience in using ICT applications, including Microsoft Word, Outlook and Excel (essential).

Experience of working within detailed administrative processes and procedures to deliver a high quality, public-facing service (desirable).






	


Sift Questions/Interview/assessment


	
PERSONAL STYLE AND BEHAVIOUR:

1. Strong commitment to probity, integrity and openness, treating people consistently, fairly and with respect.
2. Personal and professional demeanour and credibility which commands the confidence of members, colleagues, partners and stakeholders.
3. Strong personal commitment to improving London as a place and its public services.
4. Resilient and tough under scrutiny and pressure.
5. Personal commitment to the value of diversity and the promotion of equality of opportunity.

	
Sift Questions/Interview/assessment






	
OTHER SPECIAL REQUIREMENTS:

None

	




Satisfactory clearance at conditional offer stage











London Councils Behaviours:
Trusted through Collaboration - How we demonstrate this Value (behaviours):
· We create trusting relationships where we value feedback and it’s safe to challenge, and we treat sensitive information with respect
· We are transparent, accountable, and open in how we work with each other, our members, and our partners
· We communicate clearly and openly, ensuring information flows freely across all levels and functions, so everyone feels included and valued
· We learn, develop, and innovate through our collaborative approach – sharing our knowledge to deliver better outcomes
Rooted in Respect - How we demonstrate this Value (behaviours):
· We engage respectfully, by listening actively and responding thoughtfully, recognising the value in others’ contributions and feedback
· We embed equity and equality in our decisions, processes, and daily actions
· We challenge bias and remove barriers to fairness and inclusion, recognising that fairness requires addressing unequal starting conditions
· We create a welcoming, inclusive environment where everyone feels they belong
Driven by Purpose - How we demonstrate this Value (behaviours):
· We work together to maximise our personal and collective impact
· We listen carefully to our members, communities and partners, making sure their needs shape our 
shared goals
· We adapt quickly and learn continuously to continue delivering meaningful change
· We stay united and focused, even when priorities shift and challenges emerge
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