OLDHAM COUNCIL

JOB DESCRIPTION

	JOB TITLE:
	Business Support Officer


	DIRECTORATE:
	Health and Wellbeing

	DIVISION/SECTION:
	Children’s Social Care

	GRADE:
	Grade 2



	JOB PURPOSE

To provide effective business support by working as part of a team and to contribute to excellent service delivery.



	KEY TASKS – Document and Data Management

	1.
	Type presentations into a computerised presentation package and format existing presentations (not authoring)

	2.
	Produce information in various formats including letters, memos, reports, charts, maps, tables and undertake mail-merges using word-processing packages and branded templates where applicable

	3.
	Design spreadsheets, including input of basic formulae

	4.
	Maintain effective and efficient office and information systems, including compliance with external requirements where necessary

	5.
	Data entry including checking documents for completeness and accuracy. Manipulation, retrieval from paper and computerised systems, printing copies as necessary

	6.
	Run reports (including exception reports) from systems, analyse and correct errors as appropriate

	7.
	Assist in the maintenance of a library of professional reference material.

	8.
	Transcribe tapes / Dictaphone notes or audio typing, where there could be multiple voices e.g. PACE tapes, where appropriate

	9.
	Undertake filing, both paper and computerised, using relevant filing and storage systems

	10.
	Co-ordinate the archiving of documents and information according to the Council’s Data Retention Policy

	

	KEY TASKS – Financial Resources

	11.
	Provide financial and statistical information to others

	12.
	Order goods and services, raise and process cheques and invoices as directed, using the Council’s Financial Management Information System, and other associated activities

	13.
	Take and record payments and issue receipts, including the processing of on-line payments. Balance and reconcile payments, and bank monies, as necessary

	14.
	Investigate and resolve queries

	

	KEY TASKS – Reception and Customer Relations (Internal and External)

	15.
	Deal with telephone calls, internal and external, in an appropriate manner, take messages and forward them on to the relevant person, as required

	16.
	Receive and record complaints, either in person, in writing or via telephone and forward to the appropriate person

	17.
	Undertake reception duties, including welcoming and escorting visitors as required

	18.
	Effectively handle queries, which may require investigation and respond to enquirers

	19.
	Exchange varied information with a range of audiences, including the public

	

	KEY TASKS – Meetings and Events

	20.
	Organise and set up meeting rooms / venues for events and associated equipment, as directed. Order refreshments where appropriate in line with service offer

	21.
	Co-ordinate suitable meeting dates for attendees as directed, where numbers are small, including arranging car park spaces at designated locations for meeting attendees

	22.
	Take informal and formal minutes as appropriate and record action points

	23.
	Prepare agendas including standard items and request items from others

	24.
	Make business travel and accommodation arrangements, as instructed and in line with council guidelines

	25.
	Maintain schedules of meetings, reviews and events

	
	

	KEY TASKS – Physical Resources

	26.
	Order supplies, e.g. repeat orders and standard items, to maintain sufficient levels of stock

	27.
	Receive and check deliveries as appropriate

	28.
	Maintain adequate stock and issue as appropriate, keeping relevant records

	29.
	Carry out basic maintenance of office machinery, including replenishing paper and changing toners

	30.
	Report faults on equipment, furnishings and fittings to the relevant person, as appropriate

	31.
	Obtain, issue and record equipment and resources as part of a booking system

	32.
	Order printing of documents by external providers as directed

	
	

	KEY TASKS – General

	33.
	Receive, distribute and dispatch both internal and external post

	34.
	Deliver post

	35.
	Assist with bulk mail-outs

	36.
	Fax and photocopy documents

	37.
	Operate basic office machinery

	38.
	Prepare and scan documents 

	
	

	KEY TASKS – Other

	39.
	Demonstrate own duties to others (not formal training)


	STANDARD DUTIES



	1.
	To adhere to the relevant quality standards.


	2.


	To actively promote the equalities and diversity agenda in the workplace and in service delivery.


	3.


	To adhere to Council/Directorate policies and financial guidelines / regulations, including customer care, health and safety, data protection, data management, and information security (including external funding organisations)


	4.


	To participate in self-improvement in performance through workplace development



	5.

	Suggest areas for service and process improvement

	6.
	Undertake any additional duties commensurate with the grade of the post




	CONTACTS

· Colleagues within the council, including elected members
· Internal and external customers

· Representatives of partner organisations



	RELATIONSHIP TO OTHER POSTS IN THE DEPARTMENT



	Responsible to:


	Designated line manager

	Responsible for:


	N/A


	SPECIAL CONDITIONS 




	
	DATE
	NAME
	POST TITLE

	PREPARED


	November 2010
	Anne Nikolaou
	Head of Business Support

	REVIEWED


	March 2011
	Anne Nikolaou
	Head of Business Support

	REVIEWED


	24 July 2012
	Anne Nikolaou
	Head of Business Support

	REVIEWED


	Sept 2013
	Anne Nikolaou
	Head of Business Support

	REVIEWED


	Sept 2015
	Sarah Bell
	BSS – Business Partner


OLDHAM COUNCIL

Person Specification

Job Title:
Business Support Officer
	
	Selection criteria

(Essential)
	Selection criteria (Desirable)
	How Assessed



	
	
	
	Essential


	Desirable

	Education and Qualifications


	Sufficient literacy and numeracy to undertake the tasks and duties of the role


	NVQ 2 in Business Administration or equivalent
European Computer Driving Licence (ECDL)


	AF / AC
	AF / Certificate
AF / Certificate


	Experience
	Experience of using computer packages for word-processing, spreadsheets and databases

Experience of using the Internet and sending/receiving e-mails

Experience of undertaking administration / clerical tasks

Experience of following financial procedures

Experience of completing tasks to deadlines, re-prioritising own work if necessary

Experience of following instructions, procedures and policies

Experience of team-working to work effectively with others and meet deadlines and goals

	Experience of using Windows operating system and Microsoft Office programs


	AF / AC
AF

AF/ AC
AF / I

AF / AC
AF
I

	AF / AC

	Skills and Abilities
	Use a keyboard and operate office equipment, e.g. photocopier or fax machine

Customer service skills to deliver polite, courteous and efficient service to colleagues, partners and service users
Written communication skills to take accurate messages and pass them on

Problem solving skills to Interpret information/situations to solve straightforward problems

Produce work to required standards with little close supervision
	
	AF
I

AF / AC
AC
AC

	

	Work Circumstances
	Committed to personal development 

Willing to complete a relevant NVQ (where appointed as a Modern Apprentice)

Be punctual and to have regular attendance

Work flexibly to meet the needs of the service including at different locations

Willingness to undertake audio typing with training / mentoring, where applicable 

You may be asked to act as First Aider and undertake relevant training (as appropriate for the location)


	
	AF
AF / I

AF / I

AF / I

I
	


Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

P = Presentation; R = References; P = Portfolio
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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