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Panel Support Co-ordinator

Position:  	Panel Support Coordinators (part-time working considered)
Organisation: 	Redress Scotland 
Location: 	Hybrid working + flexible working mainly from home but with the ability to travel across Scotland when required (mainly in the central belt with advance notice) 
Salary: 	£30,558 - £33,539 per annum + pension + holiday + flexible remote working (subject to pay award)
Closing date: 	Friday 8 September 2023 noon


We are recruiting Panel Support Coordinators for a recently established public body, Redress Scotland.  We are looking for skilled, experienced people who are committed to living our values of Dignity, Respect and Compassion.   We will offer you training, flexible working and support and you will be part of a new and inclusive team.

This post benefits from a range of excellent terms and conditions, holidays entitlement, pension and a hybrid working arrangement that offers flexible working and a blend of office and home-based working.


Background

For decades, many children in residential care settings in Scotland were failed by those entrusted to look after them.  Under a new national scheme, survivors of historical child abuse in care will be able to apply for financial redress payments of up to £100,000, as well as access to an apology and support.

Redress Scotland is the recently established Non-Departmental Public Body responsible for deciding levels of financial redress to be awarded to survivors and, in some cases, next of kin. Redress Scotland is independent of the Scottish Government.  

As the organisation continues to grow, we are looking for additional Panel Support Co-ordinators to work in a dynamic environment, providing vital support to Panel Members.  Working as part of a team reporting directly to the Panel Support Manager, the role requires someone who is able to work with others as part of a busy team but is also confident working on their own initiative and who is able to make decisions.   The role is one where you have to be organised as no two days are the same and in return you will work in an environment that is supportive and caring where you see your contribution make a difference to survivors and their families every day.  

This role is a fantastic opportunity to work in a newly established organisation and be involved in varied and dynamic work. 

Organisation

Redress Scotland is primarily a decision-making body.  It will not process applications, provide application support to applicants or arrange payments.  In order to make best use of public resources, all administrative aspects of the national scheme will instead be carried out by Scottish Government without impinging on the independence of Redress Scotland’s decision-making.



The Role 
 
Redress Scotland is looking for highly organised Panel Support Coordinators to perform a wide range of tasks to assist with running an effective, mainly virtual office, ensuring that the survivor and their families are at the heart of what we do.  

The role will require you to be responsible for your workload and work alongside others in the team to prioritise the day to day duties of Redress Scotland.  The role requires someone with excellent communication skills, both written and verbal and someone who is able to support the design and implementation of new processes.  

The role is hybrid and requires the post holder to ensure a private set up at home with excellent broadband activity to be able to carry out the work but also with the potential travel across Scotland, mainly in the central belt, to attend office hubs for meetings/training and any other necessary requirement of the business.   
 
Main Duties include: 
 
· providing collaborative, pivotal support to the decision making process and to panel members before, during and after panel sittings in line with legal guidance;
· managing all elements of the administration requirement of panel activity, including preparing and formatting papers, complex minute taking and support in letter writing ensuring all aspects are clear, concise and jargon free with a high level of accuracy;
· being confident with internet platforms, working with different file management systems, and operating teams and micro-soft office packages, often providing guidance and support to the panel members;
· the ability to respond to general enquires and mailboxes, communicating with a range of stakeholders including survivors, within agreed timescales, over the telephone and through e-mail with dignity, respect and compassion, showing empathy and sensitivity;
· communicate clearly, concisely and honestly and ensures that you support each other across the team at all times;
· the ability to maintain confidentiality and listen to really difficult and sensitive information whilst ensuring your own health and well being is supported and that you engage and build resilience through accessing the wider supports available;
· adherence to data protection and document control guidance and ensure the management of information is in line with policies and procedures;
· working collaboratively with others across Redress Scotland and the wider scheme to support improvement and developments in process and procedures;
· working with the operations team to provide good planning and support around resource planning of panel activity;
· building good working relationships with team members across the organisation to ensure delivery of an effective and quality service and to achieve common goals; 
· dealing with complaints and enquiries ensuring that any response is appropriate, builds credibility and this is aligned to our values, dignity, respect and compassion;
· being flexible to respond to organisational needs and contribute to continuous improvement and willing to cross skill into different areas when needed;
· being able to travel occasionally throughout Scotland with advance notification: and  
· providing occasional support, with advance notice, in the evening and weekends to service exceptional panel requirements.  
 
Essential Criteria: 
 
· to develop an understanding of trauma and how it impacts on people, with the resilience to cope with being exposed to, and hearing about, experiences of historical abuse.

· ability to contribute to the development of new systems and processes in a way that supports continuous improvement and change, with a can do attitude and a willingness to change to ensure excellent operational service;

· experience in an environment that required a high level of accuracy, attention to detail and consistency with all aspects of administration processes, especially minute taking of meetings;

· able to work collaboratively and build good trusting relationships with confident communication skills and capable of responding to tasks, projects and challenges with good flexibility;

· highly organised and efficient, able to manage own workload and work to support others when necessary with a willingness to learn, grow and develop own skills; 

· capable and able to effectively and confidently deal with complaints and other sensitive correspondence adhering to data protection and policies and procedures;

· ability to communicate effectively with a wide range of people verbally and in writing, including survivors and external stakeholders through our mailboxes; and
 
Desirable criteria:  

· Knowledge of the legislation and guidance that enables the work of Redress Scotland, residential child care and education and the experience of survivors of historical abuse in care.   

 
Experience and qualifications: 
 
· minimum of two years relevant experience including complex minute taking with high degree of accuracy and consistency; and
· consideration will be given to experienced and skilled applicants who do not have formal qualifications.  
· a relevant qualification or relevant subject from further education would be beneficial. 

Wanting to find out more about the role and Redress Scotland? Sign up to one of our open sessions on 31 August (6-6.30pm) or 5 September (12.30-1pm) to be held remotely by completing our short form here https://forms.office.com/e/A1yfhfHpjm 


To apply, please follow the links and complete the application form by Friday 8 September 2023 at noon:

https://forms.office.com/e/8zxnJfQhVe 


Recruitment Timetable:

	Action
	Timeline

	Open Sessions – ½ hour each
	 31 August (6 – 6.30pm) and 5 September (12.30 - 1pm)

	Closing date 
	 8 September at noon

	Selection process – online – 2 hours approx (panel interview & written assessment)
	 Commencing 26 September  onwards



Further Information
The work of Redress Scotland has been developed through the voice of lived experience since its inception.  Applications are being encouraged and welcomed from talented individuals who have lived experience of the care system. If you meet the essential criteria we will guarantee you an interview. 


Please note that the successful candidate will be required to complete a Disclosure Scotland check, Scottish Government security checks and provide satisfactory references.   
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