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Job Description and Person Specification Profile – Business Information Assistant


BUSINESS INFORMATION ASSISTANT
Team:                                                 
DEVELOPMENT & MAJOR PROGRAMMES
Service: 
Strategic Growth Unit 
Salary & Grade/Band/Pay Range:
Job ID:
Professional Grade Category:
Grade C
F85
N/a
Responsible to:
TBC
Contract Basis: 
Permanent
Hours Per Week: 
36 hours per week
Working Pattern:
Monday to Friday (flexible / hybrid working)
Location:
T1 / Home-working  
Probationary Period:
6 months
Criminal records Check required:
N/A
Politically Restricted Post:  
No 



















	What’s the post, and what are we looking for?


	
This role is responsible for the provision of administrative and clerical support to contribute towards the delivery of services within the Development and Major Programmes team.

Main Duties and Responsibilities include:

· Operate computer facilities to enable the unit to meet its objectives
· Maintain accurate data records, both electronic and paper based.
· Establish and maintain monitoring systems to help compliance with best value and council performance standards
· Provide general administrative and clerical support
· Provide cover to other posts within the section
· Ensure compliance with appropriate legislation, health & safety practices/policies, standing orders & financial regulations for all work undertaken.
· Carry out your duties with full regard to the Council's Equal Opportunities, and Community Strategies Policies.

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.

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

· Basic standards of literacy and numeracy

Your essential skills, knowledge and experience

· Ability to liaise with general public
· Experience in the use of computer based systems
· Experience of use of E-Procurement systems
· Knowledge and experience of paper and electronic data management/filing systems
· Ability to work with people and external agencies both face to face and over the telephone
· Ability to communicate with individuals and groups
· The ability to identify and meet customer needs
· The ability to establish rapport with all customers
· Good interpersonal skills
· Be able to use own initiative and be innovative with ideas to improve service delivery
· Be self motivated and proactive in achieving job objectives
· Have good organisational and presentation skills
· Ability to liaise effectively with internal and external bodies
· Possess Word processing skills and a knowledge and use of spread sheets and databases would be advantageous be familiar with other software packages
· Have an ability to relate well to others and be perceptive to individual needs
· Be diplomatic and sensitive to the needs of others

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

· NVQ Administration
· Experience of Local Government





[bookmark: _Hlk194437971]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:
TRUST
Trust is placed in us and we have trust in those that lead us. We feel empowered to support our residents and communities.
SUPPORT
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. 






INTEGRITY
We conduct ourselves and our services with honesty and fairness, modelling strong ethical and moral principles to ensure outcome driven results for our residents and communities. 
RESPECT
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. 







VALUE DIVERSITY
We are all recognised for our diversity, , commitment, skills and achievements and will challenge inequalities. 

ENGAGE
We experience consistency in our everyday work; by being involved and having good quality and timely communication across the whole organisation. Our leaders are accessible and open to discussion. 







As well as making a difference to your community and working for one of the highest performing organisation’s in the country, here are some other reasons we think you should consider a career with us:

You will have an induction that will help you to understand what to expect once you start, how the organisation works and how your post contributes towards the Corporate Plan ‘Our People Our Place Our Plan’ aims and aspirations for the area. 

The plan is structured by life course – Starting Well, Living Well and Ageing Well, underpinned by the idea of ensuring that Tameside is a Great Place, and has a Vibrant Economy. Tameside has a genuine commitment to equality of opportunity for its employees and citizens. 
A comprehensive workforce development programme, leadership development programme, as well as an aspiring manager programme. 
Up to 30 days leave per year depending on pay grade/band, in addition to statutory bank holidays. We also operate a Holiday Purchase scheme.
The commitment to improving the work-life balance of employees with a number of supportive procedures promoting, various types of flexible working. Along with, many family friendly policies in place, including generous schemes covering maternity, paternity, shared parental and adoption leave.
Tameside Council employees can join the Local Government Pension Scheme (LGPS). More information about GMPF and LGPS pensions can be found at www.gmpf.org.uk.  Teachers can join the Teachers’ Pension Scheme.  More information on this scheme can be found by visiting www.teacherspensions.co.uk.
Tameside offers a range of salary sacrifice schemes, plus a number of other staff benefits including discounts at local shops, restaurants, health and fitness clubs and much more.
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