BURY COUNCIL – Adult Care
Job Description
	Post Title:

Casual Administration Assistant – Level 3

	Department:

Bury ACES
	Establishment/Post Number:

	Division/Section:

Dept. Of Communities and Wellbeing
	Post Grade: 5

	Location:

Any establishment within the borough

	Post Hours: Casual post – hours vary according to service requirements.

	Special Conditions of Service:

· Work within the HCPC Standards of Conduct, Performance and Ethics.

· Ability to travel in and outside Bury
· To work flexibly to meet service requirements and in accordance with the Authority’s procedures e.g. mobile working and to “hot desk” where required
· Satisfactory DBS disclosure at the enhanced level to be renewed in line with the authority’s timescales.


	Purpose and Objectives of Post:

· To carry out a range of administrative duties for the department with limited supervision involving written, telephone or face to face contact with the public and internal colleagues.

· To carry out the application of organisational procedures and systems.  

· To be organised and proficient in the use of Microsoft Office applications, including databases in implementing tasks.

· To have excellent IT, communication, time management and organisational skills along with enthusiasm, commitment, drive and a strong teamwork ethic.



	Accountable to:

Executive Director of Dept. Of Communities and Wellbeing 

	Immediately Responsible to:

Line Manager 

	Immediately Responsible for:



	Relationships: (Internal and External
External

· Service Providers

· Service users and families

· General public

· Other stakeholders

· Suppliers of goods/services 
· Emergency services staff as required
Internal 

· Team members

· Other support Staff and colleagues within Dept. Of Communities and Wellbeing
· Other local authority departments and staff
· Elected members 

	Control of Resources

· Responsible for equipment and materials used


	Duties/Responsibilities

1. To act as the first port of call for all general enquiries on the telephone or face to face, providing an excellent level of customer service to all colleagues, service users, outside agencies and other visitors.

2. To create, modify and process documents using advanced Microsoft Office packages including preparing and producing letters, memos, reports, documents and responding to emails for senior management.
3. To collate and circulate committee reports, agendas and papers as required.

4. To arrange, attend, minute and prepare agendas for meetings/committees.

5. To book venues for meetings and conferences and arrange refreshments, travel and accommodation as required.

6. To maintain computerised dairy system for senior management to ensure time is optimised.

7. To provide administrative support including filing, faxing, photocopying, opening and distributing mail.
8. To input and access all appropriate computerised systems, answering queries and producing management information as required.

9. To maintain confidentiality and monitor computerised and manual records.
10. To work well under pressure, have the ability to work to deadlines, work under your own initiative and have a flexible approach.
General

· To adhere to appropriate procedures, policies and values of the authority and departments.
· To demonstrate and promote a commitment to equal opportunities and customer care in accordance with established good practice and guidelines.

· To contribute to the safeguarding of adults by ensuring you are aware of your role in relation to the safeguarding adults policy, take steps to protect service users from any form of abuse or neglect and use appropriate reporting mechanisms to inform management of any concerns.

Health and Safety responsibilities

· To carry out work in a manner that does not place the health and safety of yourself or others at unnecessary and/or inappropriate levels of risk.

· To fully co-operate with the Department’s and the Council’s managers in all matters relating to occupational health and safety

· To ensure that the Department’s and the Council’s health and safety arrangements are applied.

· To report any damage to equipment and shortcomings in local arrangements to a supervisor or line manager. 

· To ensure that appropriate management or organisational representatives are informed of; any apparent cases of serious or imminent danger, situations which present a significant risk to health or safety, and any shortcomings in departmental and/or organisational arrangements.
Personal Development

· To participation in supervision sessions, team meetings and employee reviews including contributing to the identification of your training and development needs.

· To attend training and development activities as identified as relevant to your role including mandatory training and refreshers.

· To maintain your own Continuing Professional Development.

Safeguarding

· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
Equality Diversity and Inclusion

· Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.

Health and Safety

· The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.

Where an employee is asked to undertake duties other than those specified directly in his/her Job Description, such duties shall be discussed with the employee concerned who may have his/her Trade Union representative present if so desired.

	Job Description prepared by:

Louise Bone
	Sign:
	Date: 07/12/09

	Agreed correct by Postholder:


	Sign:
	Date:

	Agreed correct by Supervisor/Manager


	Sign:
	Date:
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PERSON SPECIFICATION

Dept. Of Communities and Wellbeing 

Bury ACES Casual Administration Assistant – Level 3
	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	NVQ level 3 Business Administration or equivalent
	
	· 

	RSA Level 3 typing/Word Processing or equivalent
	
	· 

	Educated to a level in order to display competency in numeracy and literacy skills
	· 
	

	ECDL qualification or equivalent
	(
	

	Significant experience of using a computer to produce standard letters, non-routine correspondence, memos, reports, agendas and minutes, graphics etc
	
	(

	Significant experience in undertaking routine administration procedures 
	
	

	Competent and professional telephone manner, including interpersonal and communications skills
	· 
	

	Shorthand or speed writing
	
	(

	Experience of producing non-routine agendas, attending meetings and taking high quality minutes 
	· 
	

	Advanced competence in using Microsoft Office, including email, producing documentation and utilising spreadsheets 
	· 
	

	Experience of working to deadlines and prioritising workloads
	· 
	


CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS

The short-listing criteria listed plus the following:

	ASSESSMENT METHOD
	CRITERIA

	Interview / Test
	Fast and accurate typing skills

	Interview 
	Ability to work on own initiative

	Interview 
	Able to work as part of a team

	Interview 
	Organisational and prioritisation skills

	Interview
	Thorough awareness of customer care principles and how to apply these 

	Interview
	Ability to work under pressure and meet deadlines
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