
SEFTON METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION

Department:
     Children’s Services
 
Section: 
     Administration 



Job Title: 
    Business Support Assistant 


Grade:
    D 
Responsible to: 
Business Support Officer 
Responsible for:
N/A
MAIN PURPOSE:
To provide clerical, administrative and financial support to the service under the direction/instruction of senior staff.

MAIN DUTIES

1. Undertake ICT based tasks including the production of letters, reports, schedules, uploading information and data inputting onto children’s records etc.

2. Provide clerical support, e.g. reprographics, photocopying, filing, emailing, faxing and completing routine forms.

3. Maintain manual and computerised records and/or management information systems.
4. Sorting and distributing the internal and external mail.
5. Undertake reception duties, answering routine telephone and face-to-face enquiries and signing visitors in and out.
6. Assisting with arrangements for meetings, booking rooms, sending invitations.
7. Take notes in meetings as required.

8. Operate office equipment e.g. computer, photocopier etc. in accordance with manufacturer’s instructions
9. To arrange the ordering and secure storage of supplies e.g. stationery.
10. Undertake routine general financial administration e.g. collection, distrbution and accurate recording of petty cash.   
11. Be aware of and comply with policies and procedures including health and safety
confidentiality and data protection, reporting all concerns to an appropriate person.
12. Contribute to the aims and development of the service.
13. Work as part of a team, appreciating and supporting the role of other people in the team.
14. Attend and participate in meetings as required.
15. Undertake personal and professional development through training and other learning activities, including performance management as required.

Note
This is not a comprehensive list of all tasks which may be required of the postholder. It is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade.

ORGANISATION CHART








*  This Post

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 as far as it affects them, colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate improvements are made where necessary.

Prepared by:

Name

Vicky Buchanan





Designation
Head of Children’s Services





Date

March 2017


SEFTON METROPOLITAN BOROUGH COUNCIL

Person Specification 

Business Support Assistant  
	Personal Attributes Required

(considerations)
	Essential (E)

or

Desirable (D)

	
	

	QUALIFICATIONS/TRAINING
	

	NVQ Level 2 in Numeracy/Maths and Literacy/English 

NVQ Level 2 in Business Administration/Customer Service or equivalent qualification or experience 
	D
D

	EXPERIENCE
	

	Experience of general clerical/administrative work.

Appropriate knowledge of First Aid.

Basic awareness of inclusion, especially within a Children Services setting.
	E
D

D

	SKILLS/KNOWLEDGE/APTITUDES
	

	Communication & Influence

Conveys messages using a variety of media.  Confidence in 
Communicating with others. Writes in a clear, factual and logical way.  

	E


	Team working

Shows an interest in others, taking time and effort to get to know people and a willingness to help others. Does not work in isolation, sharing information and keeping others up to date. Takes time out to listen, explain and provide constructive feedback.


	E

	Organisational awareness

Understands how own job contributes to the organisation.  Stays up to date with developments and discusses with colleagues their activities to gain a broad understanding.


	E

	Adaptability

Understands the need for, and the effects of, change and is able to adjust style and way of working, taking others into account. Learns from experience.


	E

	Use of technology

Has knowledge of, and is able to use, a range of technology within own workplace. Has a willingness to remain proficient as the technological needs of the organisation changes.


	E

	Professional Values and Practice

Ability to build and maintain successful relationships with colleagues, treating them consistently, with respect and consideration.  Ability to improve your own practice through observations, evaluation and discussion with colleagues.


	E

	
	

	
	

	Other
Requirement to complete Appointed Persons First Aid at Work training.

To work flexibly to meet the needs of the service


	E
E
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