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Job Description and Person Specification Profile

	Job Title:  
	Business Support Clerk

	Job ID
	K44

	Service:  
	Community Safety & Homelessness

	Grade:   
	C

	Reporting to:  
	Housing Advice Manager



	The Role

	This role will work within the temporary accommodation team in supporting households placed into emergency accommodation to find alternative accommodation.
You will be providing administrative support to a number of households across the borough providing a holistic and wrap around support model to ensure a timely move on into sustainable accommodation.
You will be part of a very busy and fast paced service providing the statutory homelessness function. 

Main Duties and Responsibilities include:

· To provide a wide range of clerical support to the team 

· To be fully conversant with the Community Safety and Homelessness Systems i.e Locata, Uniform, Independent Living etc. 

· Input / Extract and maintain information
· General enquiries
· Ensure accurate and complete data for the service area.

· Provision of an appropriate and courteous response to all forms of enquiries, taking message and making telephone calls etc as appropriate.

· Provision of a reception service to all callers offering relevant advice / support as necessary.

· To provide a photocopying, filing and word processing service to the team.

· Developing and maintaining effective admin systems and ensuring that all computerised and manual systems are updated and maintained to the appropriate standard.

· 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: Petty Cash/ credit card, agresso ordering, receipt and payment of goods.

· Arrange, administer and attend meetings as required.

· To undertake relevant training and development as appropriate to the post.

· Process and distribute incoming / outgoing mail.

· To record, extract and collate statistical data as required.

· Participate, as part of an administration team in the planning and development of services.

· Maintain general / printed stationery and other sundry items to agreed stock levels.

· To keep updated with all policies and procedures as relevant to your 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

· Educated to a GCSE standard (or equivalent)
Your essential skills, knowledge and experience

	· Experience of Business Support functions
· Computer Literate
· Experience of using Microsoft office
· Good Organisational Skills
· Good Motivation Skills
· Ability to work under pressure
· Ability to work in a flexible and adaptive way in a changing environment
· Local Authority procedures
· Ability to understanding and respond to the needs of the customer
· Understanding of the Councils Equal Opportunity Policy
· To be fair and consistent in approach and of the highest integrity
· Ability to fulfil all spoken aspects of the role with confidence through the medium of       English


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

· Ability to understanding and responding to the needs of the customer
· Experience of working in Local Government
· Experience of using the Council’s Agresso system
· Health and Safety 



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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