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Job Description and Person Specification Profile

	Job Title
	Business Support Officer

	Job ID
	J61

	Service
	Adults Services

	Grade
	C

	Reporting to
	Team Manager 



	The Role

	This role will (High level overview of the role and its purpose) example support the delivery of key People Plan objectives to support the effective management, growth and development of the workforce to support the corporate priorities.  Through the provision of a comprehensive HR offer, the role will support policy and organisational change programmes.

Main Duties and Responsibilities include:

This list is not exhaustive, and is an indicator of the key duties and responsibilities that the post holder will have, as opposed to a task list.
· To be able to input/extract data for computerised system.
· To respond courteously to general enquiries
· To take accurate messages.
· To make and take telephone calls as appropriate.
· To provide a photocopying, computer filing and word processing service to the team.
· To arrange, attend and take minutes of meetings.
· To maintain administration systems and ensure that all computerised and manual systems are updated and maintained.
· To provide cover as and when required to support the needs of the service.
· To be aware of and adhere to Departmental financial procedures in relation to : processing invoices and liaising with the Finance Department in regards to ordering, receipt and payment of goods.
· To process and distribute incoming/outgoing mail.
· To record, extract and collate statistical data as required and maintain spreadsheets.
· To participate in the planning and development of services.
· To maintain general/printed stationery.
· To keep up to date with all policies and procedures as relevant to the role.
· To undertake such other duties as reasonably correspond with 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 A to C / 4 to 9 including English and Maths 
Your essential skills, knowledge and experience

· Keyboard/word processing skills.
· Wide range of experience of general office tasks, filing, invoices, photocopying etc.
· Experience in similar setting.
· High level of interpersonal skills consistent with communication with clients and staff at varying degrees.
· Appreciative of the needs of people who will access Adult Social Care.
· Ability to contribute towards good team working.
· Ability to prioritise workload.
· Ability to work on own initiative.
· Ability to maintain confidentiality.
· Ability to work in a flexible and adaptive way in a changing environment.
· Good organisational skills.

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

· BTEC National (Public Administration) 					
· NVQ Level 2 (or equivalent level 2 qualification) – Business and Administration
· Minute taking experience.
· Knowledge of Adult Social Care.



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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