
 

  

Valuation Tribunal for Wales – Job Description 
 

Administrative Support Officer 
 
Reports To: 
 
Executive Managers and Finance and Executive Officer of Valuation Tribunal for 
Wales (VTW).  
 
Main Roles: 
 
 To provide a comprehensive range of administrative and clerical duties to ensure 

that tribunals and appeals are scheduled and heard in a professional and efficient 
manner throughout Wales. 
 

Specific Responsibilities: 
 
 To follow and implement laid down office procedures as outlined in the VTW 

desktop manual. 
 To ensure the timely and accurate input of all relevant information and data, 

including amendments via manual and IT systems 
 To produce accurate data and information in a user-friendly format for both 

internal and external use, following laid down office procedures. 
 To ensure that accurate office records are maintained and regularly updated with 

easy retrieval via appropriate filing systems including agendas, minutes, decision 
reports, accounts, agent changes, and member details. 

 To maintain a reception service and deal with visitors to the tribunal service in a 
courteous, friendly, helpful and constructive manner, bilingually as appropriate. 

 To answer and deal with all incoming telephone calls/emails in line with agreed 
standards of service  incorporating at least the bilingual reception undertakings 
as laid down in the Welsh Language Standards 

 To provide a professional and courteous clerical service to members and chairs 
and all other relevant bodies. 

 To ensure that all correspondence and documentation is collated and filed 
appropriately to ensure speedy record retrieval. 

 To maintain accurate stationery stock records, as directed 
 To comply with Health & Safety, Disability Discrimination, Equal Opportunity, 

Data Protection and Freedom of Information and Welsh Language 
Scheme/Policies as briefed. 

 Provide administrative support for the appointment of members. 
 To assist when required in special projects. 
 
Working Conditions: 
 
 Office based, predominantly IT system based. 
 Monday – Friday; core hours with a margin of flexibility. 
 Regular meeting of deadlines to quality/service standards required. 
 Small close knit working team and flexible approach required. 
 
 



 

  

Complexity of the Role: 
 
 Excellent administrative, word processing and clerical skills. 
 Comprehensive IT skills, including; data entry, keyboard skills, knowledge of 

basic word processing packages, e-mail and spreadsheets. 
 Good communication and interpersonal skills. 
 Accuracy, attention to detail and a strong sense of personal organisation. 
 Good customer care and pride in providing a quality service 
 Ability to understand and maintain in-depth knowledge of the VTW service, 

standards, procedures and guidelines 
 
Judgement and Decision Making: 
 
 Needs to exercise discretion and initiative in dealing with all contact with the VTW 

to determine what matters should be referred to more senior staff or handled 
personally. 

 Needs to understand the present and future challenges to the VTW including 
fluctuating workloads, external factors and internal issues such that 
recommendations to improve the service are relevant and achievable. 

 
Responsibility: 
 
 As a member of VTW’s staff, to ensure confidentiality of tribunal business and 

compliance to the Data Protection Act are maintained in line with conditions of 
service. 

 To assist the Finance and Executive Officer in the management of members’ 
expenses and mini-imprest claims if required. 

 
Working Relationships: 
 
Internally 
 Liaise with colleagues in offices at all levels in the organisation in order to seek 

and promote better ways of working/best practice. 
 Liaise with chairs and members of VTW, as necessary. 

 
Externally 
 Liaise with members of public, other organisations, professional bodies and 

suppliers of goods and services. 


