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Job Description and Person Specification
Job Details
	Job title:
	Safer Communities Administrator

	Grade:
	NNC BAND 02 

	Reports to:
	Stronger Communities (Business) Manager 

	Responsible for:
	NA

	Directorate and Service area:
	Stronger & Safer Communities Service
Communities & Leisure
Public Health, Communities & Leisure 



Purpose of the Job 
The Stronger and Safer Communities service undertakes a wide range of statutory and operational activity to reduce crime, tackle anti-social behaviour (ASB) and improve community safety and well-being across North Northamptonshire.  Effective delivery of these services requires robust administrative, financial and organisational support to ensure that operational teams and managers can work efficiently and in line with corporate processes.

The post holder will provide comprehensive business administration support to the Safer Communities (Operations) Manager and Safer Communities (Partnership) Manager.  This includes managing purchase orders and invoices, processing contract payments for CCTV and other service contracts, preparing meeting papers and minutes, maintaining diaries, supporting data analysis, and providing general service-wide administrative support.  The role is essential to maintaining high standards of compliance, coordination and business continuity across the service.

Principal Responsibilities
1. To process contract payments for CCTV and other Safer Communities contracts, ensuring accuracy, timely submission and compliance with the Council’s financial procedures.

2. To manage purchase orders, invoices and financial records for the Safer Communities service, ensuring all transactions are logged, monitored and processed in accordance with corporate requirements.

3. To provide administrative support to the Safer Communities (Partnership) Manager and Safer Communities (Operations) Manager, including preparing documentation, handling correspondence and supporting project and operational activity.

4. To jointly co-ordinate the management of the generic Safer Communities email, and deal with enquiries accordingly.

5. To coordinate meeting arrangements, including preparing agendas, collating and distributing papers, taking accurate minutes, tracking actions and managing follow-up tasks across the service.

6. To manage diaries, schedule meetings and support day to day organisation across the team to ensure effective forward planning and prioritisation of work.

7. To support data analysis and reporting, including collating information, maintaining spreadsheets, updating systems and assisting with the preparation of management reports, dashboards or returns.

8. To provide general business support across the Stronger & Safer Communities service, including maintaining records, logging enquiries, supporting audits, monitoring shared inboxes, supporting the Facilities Team and assisting with service communications.

9. To act as Logist in the event of implementation of the Stronger and Safer Communities Service Business Continuity Plan and any other requirements across the Service.

10. To support service logistics, including arranging equipment, coordinating room bookings, supporting procurement activity and ensuring that administrative processes run efficiently.

General Responsibilities Applicable to all Jobs
· Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.

· Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).

· Understand the council’s commitment to Corporate Parenting and take responsibility to support this commitment. Enable the council to be the best corporate parents possible to children and young people in our current and previous care. 

· Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.

This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances.  Such reviews and any consequential changes will be carried out in consultation with the post holder.

Special Features of the Post
The post holder:
· Requires satisfactory clearance of a Disclosure and Barring Service disclosure.  
· Will promote equal opportunities within all aspects of service delivery and employee relations. 
· Will be expected to work to the requirements of the service, occasionally working outside normal working hours and usual places of work. 
· Must be prepared to undertake training as required. 
· Must hold a valid driving licence and access to a car for work purposes is essential for this post. 
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Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	Five (5) GCSEs including Maths and English at Grade 4 or above, or equivalent. 
	Business administration qualification or training.
Other training/certification of computer skills. 

	Experience and Knowledge
	Experience of processing invoices, purchase orders or financial transactions.
Experience of administrative work, including maintaining spreadsheets or databases, writing emails, and producing summary information from MS Excel. 
Experience of working in teams and delivering services to customers. 
Experience of working without supervision and under pressure. 
Experience of working to challenging targets and to plan and prioritise effectively to achieve and meet deadlines.
Experience of taking minutes, preparing meeting papers and supporting managers.
Experience managing diaries, coordinating meetings and handling confidential information.
	Experience in dealing with members of the public. 
Experience in local government, voluntary or commercial sectors. 
Knowledge of local authority financial processes and systems i.e. ERP Gold.


	Ability and Skills
	Ability to plan, organise and prioritise workloads to meet deadlines.
Ability to seek, retrieve and collate information from a variety of sources and make judgements.
Strong administrative and IT skills, including Microsoft Office and data management.
Good written and verbal communication skills, with strong attention to detail.
Ability to work independently while supporting wider team objectives.
Ability to work as part of a team, supporting others and demonstrating flexibility when it is necessary to ensure the service achieves its objectives.
English fluency.
Ability to plan and organise own workload.
	Ability to analyse numerical or performance data and present it clearly.
Ability to use case management systems or financial software.



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

	Additional Factors
	Flexible approach to work; able to support the service during peak demand.
Driven by customer excellence.
A commitment to equal opportunities and social inclusion. 
A valid driving licence and access to a car for work purposes. 
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