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	Reports to:
	Service Director
	

	Employee Management:
	None
	Grade:
	5
	Profile Ref:
	82854

	Purpose of the Post

	To provide a comprehensive and efficient Business Support  service to managers of the Council, enabling them to fulfil their role effectively in the context of a highly-pressurised working environment.

	Responsibilities

	· Provide a high quality Business Support and document management service, assisting with the organisation  and maintenance of general office facilities.

	· Ensure quality control of  documentation including letters, reports, graphical documents etc. sent out from the Service.

	· Ensure that electronic systems are utilised for the storage and maintenance of documents.

	· Establish, use and maintain appropriate office systems, ensuring  information is accurate and stored with regards to the confidential nature of the post.

	· Undertake diary management, arranging meetings and appointments as well as ensuring the organising, prioritising and tracking of workloads.

	· Service meetings, preparing relevant documentation and ensure  outcomes are recorded and actioned.

	· Respond to all enquiries, providing relevant  advice, guidance and information as appropriate, assisting other officers and outside bodies as necessary to resolve issues.

	· Undertake project management co-ordination  to ensure projects are delivered on time and within budget.

	· Undertake research work on behalf of the service and produce reports where required  which may vary widely in complexity and detail as required.

	· To produce briefing note summaries in respect of Service related issues.

	· To co-ordinate responses on behalf of the Service with regard to emergency resilience events ensuring the  decsion log of agreed actions are updated.

	· Liaise, negotiate and collaborate with internal and external stakeholders including politicians, government departments and senior executives.

	· Where appropriate, take ownership of specific issues within the service, co-ordinating and monitoring milestones through to resolution on behalf of the Manager.

	· Undertake research on Council related policy and general issues as directed, preparing reports and analyses of issues as necessary.

	· Maintain an awareness of and monitor developments in relation to live issues and key policies in relation to the service to enable workloads to be prioritised.

	Education and Training
	Measure
	Rank

	· Level 3 qualification in an applicable area.
	A/C
	E

	· Willing to undertake project management training 
	A/I
	E

	· Willing to undertake Customer Service Training
	A/I
	E

	· Willing to undertake Emergency Loggist  accredited training
	A/I
	E

	Relevant Experience
	Measure
	Rank

	· Considerable experience of working in a business support role.
	A/I
	E

	· Considerable experience of working with highly confidential, sensitive and contentious information.
	A/I
	E

	· Experience of utilising Microsoft  software  e.g. Word, PowerPoint and Excel to produce professional documentation.
	A/I
	E

	· Experience of establishing business systems, processes and procedures to increase efficiency.
	A/I
	E

	· Experience of servicing meetings and minute taking directly onto mobile devices at speed and with accuracy
	
	

	· Experience of managing a diverse and challenging workload.
	A/I
	E

	· Experience of working within local government.
	A/I
	D

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of the functions and activities of the Council and its key partners.
	A/I
	E

	· Awareness of current challenges affecting local government.
	A/I
	E

	· Knowledge of IT solutions and their use in a business environment.
	A/I
	E

	Skills and Abilities
	Measure
	Rank

	· Ability to communicate clearly and concisely to deal with difficult and sensitive situations in an appropriate manner.
	A/I
	E

	· High standard of oral and written presentation skills.
	A/I/T
	E

	· High professional standards with the ability to work on own initiative and perform duties with a high degree of tact and diplomacy.
	A/I/T
	E

	· Ability to work methodically, managing a diverse and challenging workload, prioritising work to meet tight deadlines
	A/I/T
	E

	· Ability to manage multiple tasks with a high level of attention to detail.
	A/I/T
	E

	· Ability to produce clear and accurate records of highly confidential and/or contentious information,  including within meetings, using a keyboard at speed. 
	A/I/T
	E

	· Ability to work across  Services’ Business Units
	A/I/T
	E

	· Highly developed problem solving skills.
	A/I
	E

	Additional Requirements
	Measure
	Rank

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

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

	· To be part of the Out of Hours “ on Call “Rota supporting the relevant Service Director
	A/I
	E

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

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


