SEFTON COUNCIL SECURITY SERVICES

JOB DESCRIPTION

Post Title:

Business Support Assistant
Department:

Operational In-house Services
Division:

Sefton Arc
Post Grade:

Grade D
Location:

209 Linacre Lane

Post Hours:

36
Responsible to:
Senior Alarms & Electrician Officer 
JOB PURPOSE

To provide clerical, administrative support to the electrical and alarm service under the direction/instruction of senior staff to meet accreditation requirements.
SUMMARY OF MAIN DUTIES

1) Assist in maintaining and updating a computerised customer access data base.

2) Liaise with suppliers to ensure timely delivery and service performance.

3) Undertake ICT based tasks including reports, schedules, uploading information and data inputting onto customer records etc. 
4) Prepare and action maintenance/service contracts for new and existing customers
5) Provide general administrative assistance to the Alarm and Electrical services.
6) To arrange ordering and secure storage of supplies for the Electrical and Alarms services.
7) Support a value for money approach with suppliers following the correct procurement route.

8) Comply with policies and procedures including health and safety, confidentiality and data protection, escalating all concerns to an appropriate person.
9) Contribute to the aims and development of the electrical & alarms services.
10) To be a team player, appreciating and supporting the role of colleagues within the team.
11)  Ensuring all electronic paperwork, systems & spreadsheets are completed accurately, kept up to date & stored in a correct manner. 
GENERAL

1. The post holder will be expected to work flexibly, Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading to meet the needs of the service. 

2. The post holder will be required to undertake, and participate in training, coaching and development activities, as appropriate. 
3. All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, 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 ensure appropriate improvements are made where necessary. 
4. The Authority has an approved equality and diversity policy, and copies are available to all employees via the intranet. The post holder will be expected to comply, observe and promote the equality and diversity policies of the Council.
5. Since confidential information is involved within the duties of this post, the post holder will be required to always exercise discretion and to observe relevant codes of practice and legislation in relation to GDPR.
Prepared by:
Name

Joanne Alty 
Designation
Service Manager
Date    
September 2025

PERSON SPECIFICATION

POST
Administration Clerk



GRADE      D

DEPARTMENT
Operational In-House Services    SECTION   Sefton Arc

	Personal Attributes Required
	Essential € or

Desirable (D)
	Method of Assessment

	Qualifications/Training
	
	

	· NVQ Level 2 in numeracy/Maths and literacy/English

· NVQ Level2 in business administration/customer service or equivalent qualification or experience
	D
D
	AF/C
AF/C

	Experience
	
	

	· Previous experience of clerical/administrative work.
	E
	AF/I

	Ability, Skills & Knowledge
	
	

	· Knowledge of service-related Health & Safety Regulations e.g. Alarms, Emergency Lighting, Fire Extinguisher.

· Excellent IT skills and working knowledge of Microsoft Word and Excel for data recording, analysis, and reporting.

· Knowledge of customer care understanding of the impact of service delivery for customers.

· Willingness to carry out instructions without constant supervision.

· Be able to meet customer needs.

· Ability to work with staff and external agencies both face-to-face and over the telephone.

· Excellent interpersonal skills with the ability to communicate effectively both written and orally at all levels within the organisation and with external bodies.


	D

E
D

E

E

E

E


	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I



	Personal Style and Behaviour
	
	

	· A passion for translating data into useful insight.

· Motivated, optimistic, and enthusiastic with the ability to respond to challenge and not be discouraged.
· An inclusive team worker, able to work with others and in a collaborative manner.
	E

E

E


	AF/I

AF/I

AF/I



	Other/Special Requirements
	
	

	· Must have a 5-year checkable work/school record.
· Acceptance for the post will depend upon the successful completion of vetting to BS7858 Standard.
	E

E


	AF/I

AF/C




AF=application form
C=certificate
I=interview

