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JOB DESCRIPTION

	
	

	
	

	Service:	Children’s Social Care
	Post No:	TBC

	
	

	Section:	MySpace
	Location:	Magdalen House

	
	

	Post:		Business Support 

Grade:	E
	JE No:	A4731



	
	



Responsible to:	Team Manager

Responsible for:	N/A


JOB PURPOSE

· Provide administrative and business support to MySpace 


MAIN DUTIES

1. To coordinate the Multi Agency Child Exploitation (MACE) Meetings and undertake all associated administration duties including taking minutes

2. To take minutes for the Exploitation Team Around the Child (ETAC) meetings

3. To type formal reports, letters, memos, and any other appropriate correspondence inclusive of the inputting into Liquid Logic where necessary

4. To organise the collation and set up of folders and filing of reports, files, registers, and any other appropriate records in relation to the work of MySpace

5. Undertake appropriate administrative, clerical, and financial procedures to include use of Agresso and I Want Finance and petty cash. 

6. To maintain appropriate records of work undertaken and to comply with required administrative procedures, particularly the liaison with partner agencies 

7. To process incoming and outgoing mail, secure mail & telephone handling.

8. To prepare for and attend supervision sessions and team meetings.

9. To participate in available training, and developmental activities as required.

10. To contribute as appropriate to developments within MySpace


11. To undertake any other duties as directed from time to time to meet exigencies of the service.

12. Adhere to LA policies on confidentiality.

13. To ensure that client information data is lawfully gathered, accurate and 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.


SPECIAL CONDITIONS:

The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and therefore you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

For further information, please refer to DBS filtering guidance at www.gov.uk/dbs.


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 its grading.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.
The post is customer facing therefore you must have the ability to fulfil all spoken aspects of the role with confidence through the medium of English.

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.
Note: Where the postholder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.
Since confidential information is involved with the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.
Undertake, and participate in training, coaching and development activities, as appropriate.

Prepared by:	Ros Stanley

Designation:	Service Manager YJS, MySpace and VAS

Date		          Nov 24

PERSON SPECIFICATION

Service:	Children’s Social Care		 Section:	Youth Justice

Post:	Business Support (Youth Justice)                                  

	Personal Attributes Required
	Essential (E) or Desirable (D)
	Method of Assessment

	Qualifications/Training

· ECDL and or recognised equivalent 
· Word Processing qualification/experience
· GCSE English and Maths (grades A-C) or equivalent NVQ qualifications

	

E
E
E

	

AF / I / C 
AF / I / C
AF / C

	Experience

· Proven clerical experience and access to MI systems  
· Work as part of a team.
· Experience in providing the full range of word processing services in an office environment.
· Proven experience of minute-taking in a formal setting
· Ability to coordinate partnership meetings including setting agenda, arranging meeting and sharing papers

	

E

E
E


E

E
	

AF / I

AF / I
AF / I


AF / I 

AF/I



	Knowledge / Skills / Abilities

· Working knowledge of Microsoft Word and MI systems
· Ability to take clear and concise minutes 
· Demonstrable organisational skills.
· Proven ability to prioritise work and work under pressure to meet deadlines.
· Good communication skills
	

E

E
E
E

E

	

AF / I

AF / I 
AF / I
AF / I

AF / I

	Other

· Adaptable/Flexible.
· Ability to cope with sensitive nature and content of Risk and Safeguarding . 

	

E
E

	

AF / I
AF / I


Note: AF = application form; I = interview; C = certificate; T = Test
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