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Job Description and Person Specification Profile

	Job Title 
	Business Support Tameside Adult Safeguarding Partnership Board (TASPB)

	Job ID  
	D33

	Service 
	Adults

	Grade 
	D

	Reporting to 
	Pam Gough, Business Manager TASPB



	The Role

	· Provide administrative support, including organising and maintaining all office functions to ensure the effective day to day operations of the TASPB Business Unit

· To administer Safeguarding Partnership Board meetings, including preparing and distributing agendas, minutes and papers. 

· To provide detailed and accurate minutes of Strategic Board and Sub-Groups so that the work, agreements and actions of the Safeguarding Partnership Board are well documented.


Main Duties and Responsibilities include:


· Support the business processes of the Tameside Adults Safeguarding Partnership Board (TASPB) including administration in support of Serious Adult Reviews and coordination of meetings and events.

· Book venues, prepare agendas, produce actions and minutes for all TASPB meetings.

· Regularly communicate with the TASPB partners to ensure all scheduled reports and updates are submitted to the Board on time.

· To process invoices and liaise with creditors and debtors teams to ensure payments are made on time

· Assist in the production of reports and information for TASPB

· Maintain and develop manual and computerised information systems.

· Assist with the development of TASPB in collaboration with the chair, deputy chair and chairs of sub-groups and the safeguarding partnerships business manager.

· Support the Board in the publicity and dissemination of key messages and learning from case reviews to all TASPB representatives and where necessary members of the public.

· To provide good customer care and anti-discriminatory practice.

· To undertake such duties that correspond to the general character of the post and are commensurate with the level of responsibility.

· The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About you


	Your essential qualifications
· GCSE (or equivalent) passes at 1-4 (A to C) including English and Mathematics

Your essential skills, knowledge and experience

· Evidence of training in Microsoft Word, Excel, Outlook

· Previous experience of working in a public sector administrative support service

· Experience of developing and implementing administrative systems and processes

· Use of micro soft office applications, including Word, Excel and Outlook

· Good standard of word processing and keyboard skills

· Excellent organisational skills and ability to organise the work schedules and forward plans of safeguarding partnerships partner agencies.

· Knowledge and experience of developing and implementing administrative systems and processes.

· Knowledge of safeguarding guidance and legislation e.g., Care Act 2014

· Knowledge of the Data Protection Act, Confidentiality and Information Sharing Protocols

· Knowledge of non-discriminatory practice

· Knowledge of multi-agency work to safeguard adults

· Ability to use own initiative and make decisions

· Customer Focus

· Ability to communicate verbally and in writing

· Ability to work as part of a team

· Ability to analyse and interpret complex information

· Ability to plan and organise work and meet deadlines

· Administration of complex and sensitive strategic meetings, including minute-taking

If you have the following experience or qualifications – then that’s great!

· Knowledge of the broader adult’s agenda encompassing all key outcomes.
· Knowledge of the work, roles and responsibilities of key statutory agencies.



Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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