Tribunal Clerk Opportunities – Multiple Vacancies
Salary: £27,803 to £42,403 pa 

Location: Newport, St Asaph, or home-based anywhere in Wales
The Valuation Tribunal for Wales provides an independent forum for resolving disputes about non-domestic rating and council tax. We are committed to delivering a high-quality public service and strive to make every user’s experience positive and fair.
This is an exciting opportunity to join our dedicated Tribunal Clerks team. We’re looking for enthusiastic, motivated individuals who are passionate about delivering excellent public service.
The post is full-time (37 hours per week).  The Tribunal operates a flexitime working scheme.

Annual holiday entitlement ranges from 26 days to 32 days’ personal leave (dependent upon previous qualifying public service and length of service with the Tribunal) plus all UK public/bank holidays.

About the Role
Tribunal Clerks play an essential role in supporting Tribunal members and ensuring hearings run smoothly. You’ll help make sure decisions are fair, transparent, and well-informed. Key parts of the role involve:
· Providing clear, accurate guidance during hearings on local taxation law in Wales (Council Tax and Business Rates).
· Preparing well-structured, accurate written decisions.

What We’re Looking For
We value a wide range of skills and perspectives. Experience in local revenues or relevant qualifications would be an advantage, as would legal expertise or knowledge of valuation for rating. However, these are not essential, and we encourage anyone with transferable skills and a commitment to learning to apply.
We are recruiting up to five Tribunal Clerks, and language requirements vary:
· Some posts require fluent Welsh speakers (Level 4 or 5 of the Welsh Language Competency Framework).
· Other posts are open to those with strong English skills, an understanding of the Welsh language would be desirable as would a commitment to develop Welsh language ability.
Successful candidates will be appointed at an appropriate point on the pay scale, based on their qualifications and experience.

Working Arrangements
· If you live near Newport, you’ll work from our Newport office (hybrid working is a possibility).
· If you live near St Asaph, you’ll work from our St Asaph office (hybrid working is a possibility).
· If you live elsewhere in Wales, you’ll be home-based.
· Regular duties include attending tribunal hearings across Wales, which will involve travel and occasional overnight stays. All travel expenses are covered, and an annual essential car user allowance of £1,239 is payable.

Why Join Us?
· Commitment to Your Growth: We invest in staff development, training, and ongoing professional learning so you have the tools and confidence to succeed. We actively encourage colleagues to achieve IRRV accreditation (typically at Technician level) and cover the costs for this.
· Supportive Environment: Join a collaborative team where your contributions are valued, and professional development is part of our culture.
· Flexible working arrangements.
· Meaningful Work: Play a key role in fair decision-making that impacts communities across Wales, helping to make a real difference.

Equal Opportunities
We welcome applications from all sections of the community and are committed to equality of opportunity. We value diversity and encourage applications from individuals regardless of age, disability, gender, race, religion or belief, sexual orientation, or any other protected characteristic.

Background checks

As a public service body, the Tribunal is required to undertake basic background checks whenever it offers a job to an individual.  Therefore, applicants who are offered a job will be required to undertake a Basic DBS (Disclosure and Barring Service) Check.


How to apply

Please use our application form.  Do not supply a CV.

Applications may be submitted electronically or in hard copy; and they must be received by Friday 10 April 2026.

Email electronic applications to:

jobs@valuationtribunal.wales

Post hard copy applications to:

	Job Applications
Valuation Tribunal for Wales
22 Gold Tops
Newport
NP20 4PG

Do not send both electronic and hard copy applications.  Use one or the other; not BOTH.
Valuation Tribunal for Wales – Job Description

Tribunal Clerk (TC)

	Overall Objective

Tribunal Clerks (TCs) are required to:
· manage their allocated tribunal workload effectively and efficiently, in order to give good support to tribunal members and good service to tribunal users,
· maintain an up-to-date knowledge of relevant law and tribunal practice, and
· assist in the training of the tribunal membership.





Reporting to:

Directly:  		the Senior Tribunal Clerks
Indirectly:		members of the Executive Management Team

People management responsibilities:

None

Specific Responsibilities:

· To manage allocated tribunal workload, ensuring that all required liaison with relevant parties is undertaken.
· To update the appeal database in line with the work you have undertaken.
· To ensure any prepared documentation and correspondence (whether electronic or hard copy) is accurate.
· To provide professional and relevant advice to members of the Tribunal in a clear and concise way.
· To write up decisions made by the Tribunal with clarity of expression and appropriate attention to detail.
· To ensure written decisions are approved by chairs/members of the Tribunal before despatch and that decisions are despatched in a timely manner.
· To answer any day-to-day correspondence, telephone queries or e-mails in relation to your workload (and colleagues’ workloads when required because of absences or pressure of work).
· To keep fully abreast of all relevant legislation, regulations, procedures and case law and to disseminate this information to members and other staff where appropriate. 
· To assist from time to time in the planning and organisation of training and development for staff and members.
· To assist in ad hoc special projects and national work as appropriate in order to promote best practice and raise standards of service across the Tribunal.

Role change and development

In recognition of the fact that specific functions and tasks of any role can change over time in response to changing circumstances, there may be occasions when other responsibilities, which are commensurate with the function and grade of the role, will be required to be undertaken by the postholder before these changes and developments can be incorporated into the list above.  


Valuation Tribunal for Wales

Tribunal Clerk  -  Person specification

	General requirements
	Detailed requirements
	Essential or desirable
	How assessed



	Qualifications
	(Where the applicant has significant previous full-time work experience):
Good general education including recognised qualifications in Welsh and/or English, and Mathematics
	
Essential
	
Application form

	
	(Where the applicant has NO or little previous full-time work experience):
Degree or equivalent

	
Essential
	
Application form

	
	Bachelor of Laws degree (LLB) or equivalent
	Desirable
	Application form

	
	Institute of Revenues, Rating and Valuation (IRRV) qualification
	Desirable
	Application form

	
	Driving licence
	Essential
	Application form

	
	Recognised qualification in Microsoft Office applications
	Desirable
	Application form



	Welsh language skill
	Level 3 or above in the Tribunal’s Welsh language skill table (see attached)
Some posts require fluent Welsh speakers 
	Desirable
Essential
	At interview

	
	Where the applicant has low level proficiency in Welsh (levels 1 or 2 in the Tribunal’s language skill table – [see attached]):
A commitment to improve
	
Essential
	
At interview

	
	(Where the applicant has NO proficiency in the Welsh Language):
A commitment to undertake Welsh language training
	
Essential
	
At interview



	Other skills
	Good word-processing / keyboard skills
	Essential
	Assessment test

	
	Ability to write good quality prose
	Essential
	Assessment test



	Experience
	Working effectively as part of a team
	Desirable
	Application form and interview

	
	Working effectively as an individual alone
	Desirable
	Application form and interview



	Personal characteristics
	Attention to detail.  Quality-aware
	Essential
	Interview

	
	Able to shift tasks at short notice
	Essential
	Interview

	
	Some flexibility over working patterns
	Essential
	Interview

	
	Willingness to travel to other venues 
	Essential
	Interview

	
	Articulate in speech
	Essential
	Interview




VALUATION TRIBUNAL FOR WALES – WELSH LANGUAGE SKILL LEVELS
	Language area
	Level 1
	Level 2
	Level 3
	Level 4
	Level 5

	
Listening/Speaking:
	
Can say Welsh names correctly (including first names, surnames and place names).  Can greet tribunal users bilingually and open & close conversations bilingually using simple rehearsed phrases.

	
Can understand the gist of a conversation in moderately paced Welsh and be able to make an occasional contribution.   Can make short basic statements and ask simple questions.

	
Can understand & take part in Welsh conversations.  Can offer responses to queries but may have to use English terms occasionally.

	
Can contribute effectively in meetings.  Can understand different tones & dialect; able to argue for & against an idea or position; able to ask & answer in‑depth questions.

	
Can contribute fluently with confidence on all aspects of the organisation’s business and express complex opinions clearly and without hesitation.  Can translate effectively for others.


	
Reading:
	
Can understand short workplace signs and labels.  Can understand other very short written phrases and sometimes very short sentences.

	
Can understand a significant amount of brief documents given sufficient time and access to language tools.

	
Can understand most correspondence & other business-oriented material.  May have to use language tools for high level or technical vocabulary.

	
Can understand formal correspondence & short reports.

	
Can understand complex formal documentation.


	
Writing:
	
Can write Welsh place and personal names correctly   Can include simple Welsh phrases in messages (eg within emails, texts, post‑it notes, etc).

	
Can write brief messages & emails using simple sentences. 
	
Can write short documents and notes with modest use of language tools.
	
Can produce grammatically correct, good conversational-style documents and emails etc with occasional use of language tools.  Can take good quality notes in meetings. 
	
Can produce formal documentation to a very high standard with minimal use of language tools.  Can translate confidently and accurately with appropriate style and tone.




