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Adminstrative Officer 
Service  
People 

Reporting to  
Business Support 
Manager 

Location  
Barton Moss Secure 
Care Cente 

Grade  
2B 
 
+ lower grade secure unit 
allowance (pro rata) 

About the role 

 This role will be an integral part of the administration service at Barton Moss Secure Care Centre 
 Ensuring an effective and efficient administration support to internal and external customers 
 Assist and support the Snr Admin and Head of Business Support to standardise systems, process 

and practices in response to changes 
 Work closely with the centre’s various departments, service providers and other organisations 

to actively support integrated ways of working.  
 To record and maintain client information systems and validate all information before it is 

entered onto systems 
 To book and manage personal and professional visits to clients, including booking of court & 

medical escorts. 
 Provide comprehensive minutes at meetings  
 Provide support to type a range of documents to an excellent standard 
 photocopying support within specific service areas to a good standard 
 You will accurately maintain, organise and action work emanating from the Council’s document 

system and client databases used by the service, third parties and partner organisations. 
 You will attend and participate in supervision 
 Completing purchase orders as and when required for the service 
 Room booking  
 You will treat all information in accordance with Salford City Council’s policies on confidentiality 

and Data Protection 
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Key outcomes 

 You will support the service area business processes that contribute to the work of the service, 
third party and partner organisations 

 You will record and maintain client information systems and validate all information before 
entering onto systems. 

 You will liaise appropriately and effectively with other service providers where business 
processes interrelate 

 You will respond efficiently and courteously to enquiries from other professionals, families and 
carers.  

 You will undertake such additional duties as are reasonably commensurable with the level of the 
post 

 You will provide general administrative task support to a good standard including minute taking, 
document production, printing photocopying support within specific service areas to a good standard 

 You will accurately maintain, organise and action work emanating from the centres clients, 
records including third parties and partner organisations. 

 You will attend and participate in supervision, development and consultation meetings with the 
Snr Admin/Data Officer and provide regular updates on the day to day activities as necessary. 

 You will treat all information in accordance with Salford City Council’s policies on confidentiality 
and Data Protection 

What we need from you 

 To model and demonstrate our values and behaviours. 
 Proven technical admin skills, including knowledge and experience of Microsoft Office and a 

record of accomplishment for delivering admin outcomes. 
 Ability to implement and maintain systems, both electronically and manual, including partner 

organisation’s systems. 
 To be an excellent communicator using various mediums to achieve the best results. 
 To remain positive under challenging circumstances 
 To deal effectively with people at all levels from a broad range of organisations 
 Good interpersonal skills dealing with enquiries in person and by telephone 
 To work flexibly as a member of the team and be willing to offer support to colleagues 
 To follow set procedures and make suggestions for change 
 Ability to contribute to ongoing improvement by responding proactively to change and 

continuously reviewing working methods and procedures to ensure that they remain effective 
 To be able to record and process information accurately 
 Ability to prioritise and organise your own workload to meet deadlines, and to work with 

minimum supervision using initiative. 
 Commitment to providing a high-quality customer focussed service 
 Models and demonstrates our values and behaviours.  



  
#HappytoTalkFlexible 

What we can offer you 
Your ongoing professional development and success in your role is important to us, and that 
is why we provide a variety of learning and development opportunities. Within the sections 
below you will find development options tailored to you which will enable you to further 
develop your existing skills and learn new ones at a pace that suits you best. If you are 
joining us now, your development will form part of ongoing discussions with your manager. 
If you are an existing employee, you should use your Personal Development Reviews to 
discuss your development with your manager and create your development journey. It’s 
important you also take full advantage of any informal learning available to you during the 
course of your work. 
 
Online learning  
Develop your knowledge across a wide range of areas through our Me-Learning platform, 
with over 200 free courses to choose from. To have the best possible start and comply with 
current legislation, you must complete the following modules: Welcome to Salford, Health 
and Safety in the Office, GDPR, Equality Essentials, and Safeguarding Children and Adults. 
You may also benefit from a variety of courses in categories such as Business Skills, IT and 
Project Management which are available to learn at your own convenience and pace. 
 
Professional Development 
Gain role specific skills and time to learn through a wide range of development 
opportunities. Learn whilst working and get support towards your qualification through an 
apprenticeship standard. Access professional development ranging from entry level to 
master’s type qualifications, including achieving a role appropriate qualification. Details can 
be found on the Institute of apprenticeships website. 
 
Tailored Development 

NVQ level 3 Business & Administration or equivalent or be willing to work towards.  
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Our organisation’s values 

We have four values: Pride, Passion, People, Personal responsibility. 

Our four values are central to the way we communicate about the council and the way in 
which we behave with colleagues, customers, and partners - so that we live and breathe our 
values each day. 

 

 

Application guidance 

We are a values-based organisation so reflecting our values or a values-based approach in 
your evidence will support your application. 

The different sections of this role profile are there to give you an understanding of the 
purpose of the role. The ‘what we need from you’ section outlines the minimum criteria you 
will need to meet within your application.  
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Role details 

Completed by: 

Date: 

Job code: 

Job score: 

Date of evaluation: 

 
 


