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	Reports to:
	Manager
	

	Employee Management:
	None
	Grade:
	3
	Profile Ref:
	66053

	Purpose of the Post

	To assist in ensuring data systems are accurate and up-to-date, containing information supplied by the variousstakeholders, to ensure high levels of efficiency and service management are achieved. 

	Responsibilities

	· Provide an efficient and confidential support service, including word processing, mass data input and reconciliation, photocopying, filing, emailing and jobs on relevant systems.

	· Deal with telephone and face to face enquiries providing specific information and advice to customers as required.

	· Respond to correspondence, deal with routine incoming and outgoing information.

	· Liaise and collaborate with internal and external stakeholders including managers, employees, contractors and members of the public, ensuring information and communication links are maintained.

	· Organise and support meetings and appointments as required.

	· Input and check large amounts of  data and information and maintain a variety of electronic and paper-based systems, ensuring information is accurate and stored appropriately.

	· To produce a range of reports.

	· Undertake administrative duties whilst dealing with interruptions, queries and conflicting demands arising from customer and contractor queries and requests.

	· Assist with day to day management of key data packages, inputting, updating, reconciling and chasing outstanding information from all parties. 

	· Assist with statutory performance returns to external agencies as necessary. Assist with the completion of returns required internally demonstrating the Authority’s corporate performance.

	· Undertake general financial administration including placing orders and processing invoices and reconciling payments using electronic systems.

	· Maintain awareness of regulations, policies and procedures which have implications for service delivery.

	Education and Training
	Measure
	Rank

	· Level 2 qualification or equivalent (e.g. 4 GCSEs at Grades A*-C)
	A/C

	E



	· Training on Microsoft Office 
	A/C
	E

	Relevant Experience
	Measure
	Rank

	· Experience of working within a business support environment.
	A/I
	E

	· Experience in accurately recording data, reconciliation, simple analysis and presentation.
	A/I
	E

	· Proven experience of working with highly confidential and sensitive information.
	A/I
	E

	· Experience of working with financial information.
	A/I
	E

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of current issues facing local government.
	A/I
	E

	· Good working knowledge of computer based systems including Microsoft Office ( in particular Excel)
	A/T
	E

	· Knowledge of relevant systems
	A/I
	D

	· Knowledge of the importance of confidentiality and working safely.
	A/I
	E

	Skills and Abilities
	Measure
	Rank

	· Good communication and interpersonal skills with the ability to communicate clearly and effectively in both written and verbal formats with members of the public, other employees and external organisations.
	A/I
	E

	· Ability to handle and process considerable amounts of manual and computerised information ensuring accuracy of processing and safeguarding of sensitive and confidential information.
	A/I
	E

	· Ability to organise and prioritise conflicting workloads to meet strict deadlines.
	A/I
	E

	· Ability to work flexibly as part of a team.
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the council.
	A/I
	E

	· Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E

	· Work in accordance with the council's vision, priorities, values and behaviours.
	I
	E

	· Able to undertake any travel in connection with the post.
	A/I
	E


