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JOB DESCRIPTION

hearings co-ordinator 
Location:

Lambeth, Central London
Reports to:

Hearings Scheduling Manager
Job Family:

OPS III / Grade 3
Job purpose


To ensure that cases are brought for hearing by the statutory committees in accordance with the GPhC’s standards (quality, timeliness and cost). To support the committee to ensure that Hearings are delivered effectively and efficiently. To ensure that those coming into contact with the GPhC’s hearings’ function experience high standards of customer service.

Main Accountabilities  

1. Manage cases referred for hearings before the statutory committees to ensure that they meet legislative and regulatory requirements (the relevant Pharmacy Order, Rules, Practice Directions and Case management directions).
2. Proactively manage cases to ensure that they are prepared and scheduled for hearing in accordance with the GPhC’s timeliness targets.
3. Ensure that the committee is quorate and that legal, clinical, medical or other advisers are scheduled to attend.
4. Ensure that accurate and high quality documentation and bundles for hearings are presented to the committee through liaison with the parties. 

5. Ensure that requests for case management directions, adjournments etc, with representations from both parties are put to the Chair of the committee for decision in a timely manner.
6. Answer procedural and legal queries from registrants, legal representatives, PCTs, employers of registrants and other interested parties.
7. Act as secretary to the committees and manage the smooth running of proceedings before the statutory committees.  Manage all operational aspects on hearing days, take note of decisions and deal with procedural questions arising from discussions between the panel, advisers to the committees and the parties. Manage all operational aspects of a hearing day (attendees, security arrangements, venue, catering, transcribing). Ensure that Registrants, witnesses and others attending at hearings receive high standards of customer service.

8. Manage the approval process of determinations and transcripts of hearings dealing with the chairs of committees ensuring that accurate final versions are produced.
9. Assist as required, with the planning of training and development of committee members.
10. Assist, as required, in the creation of processes and procedures designed to improve the efficiency of the committees or the team. 
11. Ensure that all case documentation is filed electronically and archived in a timely fashion.
12. Other reasonable duties as may be assigned from time to time.
13. The post holder will be required to sit as secretary at hearings on average 10-12 days each month. On hearing days the secretary needs to be in the office by 08.45 and some hearings may end later than 17.30 therefore this post requires the post holder to be flexible on these days with regards to time.

Success Measures

· Cases scheduled and heard in accordance with the GPhC’s standards (quality, timeliness and cost).
· Documents and bundles served in accordance with legislative and regulatory requirements, including case management directions.
· Smooth running of proceedings on hearing days; positive feedback from committee chair, Registrants, witnesses and other attendees.
· Effective working relationships with committee members, parties to a case and external suppliers.
· Registrants’ records of registration accurately and promptly updated.
· Accuracy of statistical information provided to the Hearings Scheduling Manager.
· Case management system is accurate and up to date.

High performance Competencies for this Job

	1. Personal Organisation 

	Level 3


	Organised at managing changing workloads. Juggles multiple tasks/projects. Prioritises work in line with changing customer needs. 

	2. Concern for Quality

	Level 4
	Takes pride in high quality work by self and others in the organisation. Sets an example to others in aiming to get quality right first time.

	3. Problem Solving

	Level 3
	Good decision making judgement, looking behind the immediate issues and reaching practical/acceptable solutions.

	4. Innovation

	Level 3
	Comes up with new and imaginative ways of approaching tasks and projects, challenging accepted ways of working.

	5. Communications

	Level 3
	Clearly expresses complex ideas and information, using appropriate styles and approaches for different audiences.

	6. Teamworking

	Level 3
	Proactively supports others, creating time to give advice and guidance, based on own knowledge/expertise. Identifies with the team and speaks positively about it.

	7. Initiative

	Level 3
	Looks ahead for opportunities. Is quick to take responsibility. Looks beyond established procedures and practices for ways of solving problems.

	8. Ownership

	Level 3
	Takes full ownership. Demonstrates focused determination to complete work on time. Seen as reliable, trustworthy and dedicated. Demonstrates personal flexibility and commitment to get the job done.


Knowledge & Skills for this job

· Qualified to degree level or equivalent.
· Significant experience working within a court or tribunal setting. 

· Sound experience of compliance with legal procedures and working within legislative and/or regulatory frameworks or the ability to gain such understanding quickly.
· Experience of providing high standards of customer service to internal and external customers.
· Evidence of quick thinking, using judgement and decision making (essential).
· A self-starter who is methodical, with a keen eye for detail (essential).
· Responsive to organisational needs.
· Ability to work within a confidential and sensitive environment.

The above is not exclusive or exhaustive and may alter depending on the needs of the GPhC

