
Job Description

	Business Support Officer - Residential

	POSCODE:

	Grade: Grade 4 




 	Overall purpose of the job	

To be part of a team supporting children and young people who may have additional needs to achieve positive outcomes that are important to them in line with the service purpose.

To deliver an effective, efficient, administrative service that is flexibile to meet the needs of the teams, families and children in line with the service purpose. To work across the service locations as needed.


 	Main accountabilities	



	
	Main accountabilities

	1.
	Provide a range of administrative and front of house services utilising organisational policies, procedures and digital systems.
.

	2.
	Organise and provide the full range of activities associated with the management of business meetings, ensuring efficient and effective planning for a single or series of meetings, addressing timelines, notifying participants, venue\location (including use of digital technology), refreshments, agenda preparation, minuting and progress chasing agenda items and follow up actions.

	3.
	Provide written, verbal and e-correspondence, in collaboration with management and operational colleagues, ensuring prompt, courteous and appropriate responses.

	4.
	Undertake desk top research on behalf of colleagues and management to inform responses to correspondence received or to enable the completion of specific reports.

	5.
	Maintaining and support the development of management information systems to enable the extraction, tracking and presentation of accurate data.

To be responsible for the quality, accuracy and timeliness of data inputted and contribute to and implement approaches to improve the quality of data
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	6.
	Use	Cambridgeshire	County	Council	and	other	organisations	operating frameworks and systems to input and source information.
Ensure all records, paper and electronic, are maintained and stored according to Cambridgeshire County Council’s policy and procedure.

Prepare reports, as directed by managers or colleagues.

	7.
	Contribute to income and expenditure reporting, referring to budget and financial reports using Cambridgeshire County Council corporate systems and relevant databases.

	8.
	Maintain up-to-date and accurate records of financial transactions through the inputting and retrieval of data from information systems, including the payment of invoices, purchase orders and petty cash, card readers, on-line payments and cards.

	9.
	Provide a professional front of house service to welcome internal and external visitors, ensuring visitors experience is welcoming and professional to reflect our brand and values.

	10.
	Communicate and interact with children and young people positively in a way that suits them.

Follow any guidance from support staff in relation to supporting children and young people.

	11.
	Consistently apply Cambridgeshire County Council’s policy and procedures, professional practice standards and in line with registration requirements.

Be familiar with and comply with health, environmental and safety policies and procedures. In the event of any serious risk, take immediate action to reduce this risk and inform senior management.

	12.
	Develop effective working relationships with team members, partner and other external agencies and Cambridgeshire County Council colleagues.

	13.
	To demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.



Safeguarding commitment We are committed to safeguarding and promoting the welfare of children and young people/vulnerable adults. We require you to understand and demonstrate this commitment.

Person Specification
 	Qualifications, knowledge, skills and experience	

	
Qualifications Required
	
Subject
	
Essential/ Desirable

	
level 3 Diploma
	Business Administration S/NVQ Level 2 or equivalent qualification or work experience.
	Essential


Minimum levels of knowledge, skills and experience required for this job

	
Identify
	
Describe
	Essential
/ Desirabl
e

	Knowledge
	Willingness to continue to develop through on the job training, attendance at external or online courses and other development activities
	Essential

	
	Data manipulation and information presentation methods
	Desirable

	Skills
	To work within a team environment, demonstrating tact and diplomacy with other members of staff and where necessary to direct and guide.
	Essential

	
	Effective communication skills both written and oral to a range of different people and roles.
	Essential

	
	Attention to detail and willingness to learn new processes and demonstrate good practice to others
	Essential

	
	Ability to present a range of information in a variety of formats to different audiences and within hierarchy.
	

	
	Be able to take responsibility for a project or task and deliver within agreed timescales.
Ability to achieve set deadlines when dealing with specific requests with confidence and accuracy.
	Essential



	Experience
	Experience of using PC’s on a business network running MS Windows and Office, along with Email and Internet and specific business applications i.e. finance.
Proven track record in the use of IT packages to produce presentations and statistical data.
	Essential

	
	Experience of providing a confidential, professional service and to work flexibly to meet the demands of the role
	Desirable

	
	Proven track record of liaising with external stakeholders to co-ordinate key activities with a range of people.
	Essential

	
	Demonstrating a solution focused approach both individually and in a team setting.
	Essential

	Other Attributes
	Ability to respect confidentiality in the workplace and to provide a professional service to meet the demands of the role.
	Essential

	
	To have a positive and respectful approach to children and families and a commitment to the service purpose
	Essential

	Equal opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs
	Essential

	Safeguarding (include for roles working with children/vulnerable adults)
	Demonstrate an understanding of the safe working practices that apply to this role.
	Essential

	
	Ability to work in a way that promotes the safety and well-being of children and young people/vulnerable adults.
	Essential



 	Disclosure level	

	What disclosure level is required for this post?
	
	

	
	
	Enhanced with



	
	
	barred list checks


Work type


	What work type does this role fit into?
	Fixed
	Flexible
	Field
	Home



