Job Summary

	Post Title
	Business Support Administrator
	Pay Grade
	Grade 2

	Directorate 

Service Area
	Resources

Corporate Business Support
	Line Manager
	CBS Team Leader

	Post Number/s
(Mandatory for existing posts,
If multiple posts state all)
	N/A
	If existing post is the post title changing? If yes state both
	N



	JE/GAR reference number (Mandatory for existing posts)
	N/A
	Work Location

	Countywide. 
Main locations are Walton Street/The Gateway/QVR

	Work style
	Any desk
	Job Family
&
Role Profile
	Business Support & Information

BSI02O

	DBS Check Required?

	YES

If YES state level of DBS required:
Basic

	Politically Restricted Post?

	No 

The Local Government and Housing Act 1989 prevents certain officers from taking part in political activities, such as holding office as a local councillor.
There are broadly two categories of restricted posts:
Posts which are ‘specified’ as per Section 2(1) of the LGHA 1989 and Posts which are ‘sensitive’, which means that they are politically restricted by virtue of the nature of the role, rather than the job title.



	Job Purpose and Job Context

	This post is within our busy Corporate Business Support team, who provide an administrative and transactional support service across the authority, ensuring that customer needs are met. 

[bookmark: _Int_XjJoudaQ]The post holder will provide an effective and efficient administrative support service, ensuring all functions are carried out to a high level of accuracy. Work must be completed within strict timescales and work is completed in accordance with legislation, policies, procedural systems, and data entry processes. 


	Main Responsibilities and Duties

	· Communicate effectively with internal and/or external customers, promoting a positive image of the Council. Take clear and accurate messages/bookings. Resolve problems efficiently, within scope of role, escalating to line manager as required. Relevant, accurate, understandable, and timely information is provided.
· Organise, record, distribute and process received documents, applications, correspondence etc. correctly using the appropriate process / system.
· Records storage and retrieval of files are managed in accordance with appropriate Records Management Policies.
· Complete a wide range of administrative tasks such as photocopying, diary management data entry and making routine bookings are completed to required standards and productivity.
· To organise and attend meetings & events, providing support during and after the meeting or event, such as minute taking and chasing actions.
· To carry out the typing of reports, letters, and other correspondence
· [bookmark: _Int_CqNpapMF]Collate, verify, and prepare data for analysis. Process, check and interpret data following standard procedures. Identify and action any potential errors
· Actively contribute to the corporate financial system for the completion of financial transactions, for example raising & payment of purchase orders, limit order, invoices.
· Create documents, reports, correspondence etc. from the information provided, using standard formats and software.
· To carry out the typing of reports, letters, and other correspondence
· Handle petty cash / payments securely according to defined procedures.
· Identify areas where improvements could be made within own role / team and make recommendations.
· Review own work to check for accuracy and completeness.
· Issue approved payments to Service Users, following required procedure for accurate processing and recording.
· Any other duties commensurate with the grade and level of responsibility of the post which may be delegated by the post holder’s line manager.

	Accountability

	· If this role manages a budget, please state the size of the budget: N/A
· If this role monitors a budget, please state the size of the budget: N/A
· [bookmark: _Int_qwwJHgpo][bookmark: _Int_wQdPvAXO]How many direct reports does this job have in its reporting line? Please also indicate the grade/range of the direct reports and which legacy organisation’s terms this relates to. (e.g., BCC, AVDC, WDC or CSB) N/A
· How many indirect reports does this job have in its reporting line? N/A

	Scope for forward planning and deadlines

		Planning & deadline requirements (tick all that apply):
	P
	Provide Job Specific Examples

	Up to 3 months
	P
	Deadlines owned by service, that is being supported to adhere with legislative timescales, forward planning, and targets. Typically working to daily/weekly timelines

	1 year
	
	n/a

	3-5 years
	
	n/a




	Values and Behaviors

	We expect your values and behaviors to reflect the values of the organisation:
Proud 
· Perform to your best every day
· [bookmark: _Int_xdmjQUha]Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative



The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.
	Knowledge, Skills, and Experience 
(use job family to complete)
	Job Specific Examples
	Essential
	Desirable

	Good working knowledge of relevant 
processes and systems and awareness of policy and procedure framework.
	Experience of working in a business support or customer facing role previously, including handling customer enquiries, managing mailboxes, data entry.
	P

	

	Knowledge of the service 
provided in own area and awareness of wider Council activities
	
	P

	

	Good knowledge of ICT systems including use of Microsoft applications
	
	P

	

	AI and automation literacy
	Awareness and understanding of AI and automation and how we deploy these to support customers
	P

	

	Good verbal and written 
communication skills
	Able to articulate and converse accurately and professionally with a wide range of stakeholders.
	P

	

	Numerate and accurate with attention to detail.
	
	P
	

	Understanding of how to deal with customers appropriately
	Experience of liaising with customers face to face or telephone.
	P

	

	Good organisational skills and the ability to prioritise workloads and achieve deadlines 
	
	P

	

	Relevant experience of working in an office environment.
	Demonstrate experience gained in a previous role.
	P

	

	Minute taking skills 
	
	P

	

	Qualifications 
	Essential
	Desirable

	Educated to GCSE/NVQ2 standard or equivalent.
	P
	

	Other Requirements
	Essential
	Desirable

	A full driving license required to be able to carry out the role 
	
	P


	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	Y

	This post is covered by the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare: 
• All unspent cautions and/or unspent convictions 
For further information on how long it takes for cautions and convictions cautions to become spent, please refer to our guide on the Rehabilitation of Offenders Act 1974 (updated 2023) | Nacro
	

Y




	This job summary is not intended to be exhaustive, and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder. This job summary is intended to provide a broad outline of the main responsibilities only. The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.







