City of Wolverhampton Council

Job Description


Job title: 		 	 Business Support Administrator 

Directorate: 			 Governance
           
Service:		            Business Support Unit                  

Location:                           Any suitable location within the City of Wolverhampton

Workstyle:			Fixed

Responsible to:		Business Support Team Leader

Grade:			Grade 4

Job Purpose and Role:

To provide effective administrative support that ensures both day to day and long-term assistance in relation to administrative and financial aspects of the Business Support Units. To ensure that Services within them are undertaken and completed within given timescales.  

Be a first point of contact for both internal and external customers and ensure that enquiries are dealt with efficiently and with a high level of customer care.

The Business Support Unit operating hours will provide customers with support between 8.00am and 5.00pm (4.30 pm on Fridays).

Main Business Support Responsibilities:

1. Minuting any other relevant meetings as requested through the Business Support Units

2. Be responsible for the ordering of goods, stationery, equipment, materials and resources for the processing of associated documents and accounts, including acting as an approved purchaser through the Council’s PCARD system

3. Provide support to managers in scheduling and preparing for meetings and events and organising attendance at relevant conferences

4. Provide support to team members and managers in undertaking financial transactions, adhering to financial procedures and using appropriate systems

5. Ensure effective recording and handover systems for all Business Support      Unit tasks to ensure all Service requests are completed

6. Meet and greet when required

7. Undertake the preparation of meeting, training and conference materials using appropriate software packages

8. Undertake regular stock checks to ensure the relevant Service area is fully equipped to deliver its core business and ensure the use of all resources is monitored through a booking in and out system

9. Plan and organise own work and coordinate with other team members.

10. Support interview processes when requested, e.g. letters, creating interview packs and meet and greets

11. Manage and track through Business Support Unit systems, Freedom of Information requests, ensuring that they are sent to the right person within the determined timeframe

12. Work flexibly to support the work of all services within the Business Support Units as part of a team of administrative and clerical staff

13. Respond to specific enquiries and complaints either from staff or members of the public as they arise and deal with them in line with agreed procedures

14. Manage all post, electronic, mailbox and physical, through the Business Support Units

15. Ensure all scanning is managed as part of the Business Support Units

16. Format documents and presentations to the Corporate Standard as and when required

17. When required, ensure that working environments and equipment are safe and in good working order

Main Service Responsibilities:

18. Provide administrative assistance to support the work of the Services supported by the Business Support Units

19. Assist in the provision and preparation of information and documentation in support of specific project activities, including the gathering and collating of data and the maintenance of accurate and appropriate records

20. Liaise with finance colleagues on day to day financial administration procedures to ensure effective preparation of budget information

21. Monitor and reconcile financial transactions

22. Support and assist in the inputting and updating of records within the relevant Service databases

23. Work co-operatively with administrative staff in partner agencies to inform and maintain their information systems as required

24. Plan and organise own work and coordinate with other team members

25. Respond to specific enquiries and complaints either from staff or members of the public as they arise and deal with them in line with agreed procedures

26. Liaise with any partner agencies, as well as support staff in other Business Support Units

27. Actively committed to a programme of supervision, professional development and performance review demands of the role

28. Ensure agile working principles are applied to all aspects of delivery

29. To act in accordance with the Council's Constitution and other Codes of Conduct.

30. To participate in staff development, appraisal and training as appropriate, including continuous professional development.

31. To comply with the Council's agreed policies and procedures including but not limited to Health and Safety, and Equal Opportunities Policies, General Data Protection Regulations, Freedom of Information Act, Financial Management Regulations and other relevant Council and Government Regulations, Directives and City-wide priorities.

32. To undertake any other tasks, duties and responsibilities as directed and appropriate to the grade and role of the post subject to any reasonable adjustments under the Disability Discrimination Act 1995 as incorporated into the Equality Act 2010.

33. To participate in the wider development of the service and contribute to service improvement as required.

34. Effectively manage and review allocated contracts to ensure the required level of performance and best value is achieved in line with the Council’s key strategies; as appropriate and training provided.

“Corporate Parenting is the collective responsibility of the Council to provide the best possible care and protection for children who are looked after.”
























City of Wolverhampton Council

Personnel Specification

Job title: Business Support Administrator
	Factors
	Essential
	Desirable
	How identified

	Qualifications
	· Educated to NVQ Level 2, GCSE level or equivalent or any relevant experience
	· Evidence of continuous professional development
	· Application Form
· Interview

	Training
	· Equality Training
· Customer Service Training
· Data Protection Training
	· Practical training relevant to the post
	· Application Form
· Interview

	Experience
	· Experience of using relevant databases / ICT systems
· Experience of providing administrative support
· Experience of working in a team
· Experience of problem solving and dealing with a range of queries
	· Experience of working within a Local Authority environment
· Experience of working with external partners
	· Application Form
· Interview

	Special Knowledge/Skills
	· Customer focused
· Proven interpersonal and influencing skills
· Good organisational skills together with particular attention to detail
· Prioritising and meeting tight deadlines and targets
· Accurate recording and maintenance of data
· ICT literate, including using all aspects of Microsoft Office
· Proven high standard of oral and written communication skills
	
	· Application Form
· Interview

	Personal Qualities
	· Learns continuously and effectively adapts behaviour in response to feedback
· Makes things happen; operates with resilience, flexibility and integrity
· Shares and listens to information, opinions and ideas, using a range of effective approaches
· Understands customer needs and responds appropriately to them
· Ability to undertake and prioritise a diverse workload
· Able to exercise appropriate discretion in dealing with sensitive matters
· Ability to meet targets and deadlines
· Effective organiser
· Demonstrate a strong desire to improve performance and make a difference by focusing on goals
· Approachable and accessible
· Ability to attain credibility and respect of a range of professionals
	
	· Interview

	Commitment
	· Ability to work under pressure
· Commitment to continuous improvements
· Willingness to work flexibly to meet Service needs
· To work outside of normal working hours as the need arises
· Commitment to anti-discrimination practice including promoting the voice of the child/young person/adult
· Commitment to Equal Opportunities, Data Protection and the Council’s Health and Safety Policies
· To providing customers with a quality service
· Commitment to continuous development
	
	· Interview




