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JOB DESCRIPTION
	

Directorate:	People	 
	
Location:	Adult Social Care 		

Job Title:	Business Support Assistant 	

Grade:	D


Responsible to: 	Assistant Team Manager - Admin 

Responsible for:	N/A


JOB PURPOSE:

To assist in the provision of an efficient and effective administrative service, to enable services in operational teams and establishments to function smoothly.

MAIN DUTIES

1. Undertake reception duties, answering routine telephone and face-to-face enquiries and signing visitors in and out.  Direct callers to appropriate personnel or signpost to alternative organisations.

2. Analyse client records/information, and where necessary liaise with colleagues and make appropriate amendments.

3. Maintain manual and computerised records and/or management information systems, and where necessary support colleagues in the use of systems.

4. Undertake ICT-based tasks including the production of letters, reports, schedules etc.

5. Sorting and distributing the internal and external mail.

6. Provide clerical support, e.g. reprographics, photocopying, filing, emailing, and shredding of information.

7. Assisting with arrangements for meetings, booking rooms, sending invitations etc.

8. To ensure that client data information is lawfully gathered, accurate, up-to-date and only divulged in accordance with the Data Protection Act, 1998 and the local government common law duty of confidentiality.  Failure to apply these duties can lead to the individual or the Department facing court proceedings.

9. Contribute to the aims and development of the service.

10. Work as part of a team, appreciating and supporting the role of other people in the team.

11. Attend and participate in meetings as required, taking minutes at meetings as and when required.


SPECIAL CONDITIONS:

Flexi-time working.

Work flexibly and provide cover across all admin office bases within Sefton borough.


GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.

All staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

All employees are expected to be committed to the Equality and Diversity policy and assist in removing the barriers to service delivery and employment to enhance a positive equality culture.



SEFTON METROPOLITAN BOROUGH COUNCIL
Person Specification 
Business Support Assistant  
								
	PERSONAL ATTRIBUTES REQUIRED
(on the basis of job outline)

	Essential  (E)

Desirable (D)
	Method of Assessment
AF - Application form
I - Interview
T - Test

	
QUALIFICATIONS
RSA Stage 1 typing/word processing/ECDL/CLAIT or equivalent.
NVQ level 2 qualification in Business & Administration
	

E

D
	

AF

AF

	
EXPERIENCE
Experience of using Microsoft office, Internet and email.
Experience of fax, photocopiers and other office equipment. 
	

E

E
	

AF/I/T

AF/I

	
KNOWLEDGE/SKILL/ABILITIES
1. Good organisational skills
2. Ability to prioritise own workload and meet deadlines.
3. Good inter-personal skills.
4. Excellent communication skills both written and oral.
5. Ability to deal with members of the public applying sensitivity and diplomacy.
6. Ability to work in a team environment.
7. A flexible approach and willingness to work in other office bases as and when required.
8.  A willingness to attend training courses.
9. An understanding of confidentiality issues

	

E
E
E
E

E
E

E
E
E
	

AF/I
AF/I
AF/I
AF/I

AF/I
AF/I

AF/I
AF/I
AF/I

	
OTHER
An understanding of and a commitment to equal opportunities.
	


E
	


AF/I



Prepared by:	Adele Blakeborough
Designation:	Team Manager - Admin
Date:			June 2017
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