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                                                                  Job Description

Directorate.                  
PLACE
Date





Service                 
Operations and Neighbourhoods
Service Unit             
Engineering Services
Job Designation      
Business Information Assistant
Post Number                     
Grade              

C 
Post Objectives     
To provide administrative and clerical support and to contribute to the provision of services within the section
Responsible to             Business Support Manager
Main Duties & Responsibilities.
1. Operate computer facilities to enable the unit to meet its objectives
2. Maintain accurate data records, both electronic and paper based.
3. Establish and maintain monitoring systems to help compliance with best value and council performance standards
4. Provide general administrative and clerical support
5. Provide cover to other posts within the section 
6. Ensure compliance with appropriate legislation, health & safety practices/policies, standing orders & financial regulations for all work undertaken.

7. Carry out your duties with full regard to the Council’s Equal Opportunities, and Community Strategies Policies.
8. To perform any other duties that corresponds reasonably to the general character of the post and is commensurate with its level of responsibility

Tameside Metropolitan Borough Council

Person Specification

Service 

: 
Engineering Services
Job Designation 
:
Business Information Assistant
Reporting to 

:
Work Group Manager / Team Leader
Grade 


:
C
	1. Education Standard and Qualifications

· Basic standards of literacy and numeracy
· NVQ Administration


	E-Essential 

D- Desirable

E
D

	2. Skills and Knowledge 

· Liaising with general public
· Experience in the use of computer based systems
· Experience of Local Government
· Experience of use of E-Procurement systems
· Be able to construct letters/memos that are clear, concise and appropriate to the needs of the recipient
· 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
· Seeks and acts on customer feedback
· Understands the impact of service delivery for customers
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	3. Personal Qualities 

· 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
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	4. Key Knowledge 

· Knowledge and experience of paper and electronic data management/filing systems

· Knowledge of local Authority practices

· Possess the motivate for personal development and consider further study 
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