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	Job Title:
	Emergency Response Administration Support Assistant

	Directorate:
	Emergency Response

	Grade/Level:
	Grade C

	Reports to:
	Emergency Response Area Administration Manager

	Responsible for:
	N/A 

	Job Purpose:
	Provide a highly efficient service support to a wide and varied level of users across the Emergency Response Directorate. This role is aimed at supporting the delivery of an effective Emergency Response service. 



	Responsibilities and Accountabilities:
	1. Ensure that all service support activities are completed in an accurate and professional manner and in line with deadline lines and organisational processes and procedures, reporting any issues to your line manager immediately.

2. Produce accurate information using a range of corporate databases and other Microsoft tools. 
3. Gather, analyse and format data from several different resources in line with department, Borough, Area and Organisational specifications. 
4. Maintain an understanding of all Emergency Response Service Support activities and functions to provide resilience and flexibility.
5. Work with colleagues within Emergency Response Directorate to ensure work is completed within deadlines and of a high quality service.
6. Ensure that activities such as data input, filing, record updating, routine returns and maintenance of office equipment take place on a regular basis and are delivered in the correct way.
7. Ensure that all internal processes are effectively and fully integrated; and that working practices are aligned to processes to ensure appropriate control mechanisms are in place.
8. Ensure all activities support an inclusive and high performing culture within own team.
9. Through innovation, continuously improve the use of public money in ways the public would value.
10. Act in accordance with the law and our values, and ensure that safety, sustainability, partnership working and inclusivity run through all activities
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