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Job Description

	For HRU use only
	Ref: 3004


	Directorate
	Business and Economic Development

	Section/Location
	Regeneration / Swans

	Post Title
	Receptionist/Admin support

	Permanent/Temp
	Permanent

	Grade
	Grade 4 

	Responsible to
	Swans Estate Manager

	Responsible for
	

	Job Purpose

	To provide a professional front of house reception services at Swans Centre for Innovation, including general clerical and administrative support, to ensure an efficient service to the Estate Manager and the tenants and users of the estate. To support the work of the Business and Economic Development team and the wider Council.

	Job Content

	To provide :
· Front of house reception services at Swans Centre for Innovation

· To provide general clerical support pertaining to the service area, ensuring that confidential files and records are kept up to date including  service user files, contract details etc and to undertake general duties such as taking messages, photocopying, delivery of post, franking etc.

· To ensure that office facilities and other office consumables (including basic maintenance of equipment) are ordered in accordance with purchasing procedures.

· Maintain manual and computerised records/management information systems.

· Undertaking  basic financial  processing activities (such as petty cash, cheques, debit card and cash payments)
· To develop strong working relationships with other officers and partners to maximise effectiveness of engagement and activities within North Tyneside.
· Any other duties that may arise appropriate to the job purpose and grade a may be allocated.

	Performance standards

	· To report  the relevant Service Plan and Council Plan Actions and Performance Indicators in relation to the Swans site.
· To keep accurate records.
· To work at all times within the Council’s Corporate Policies including Equality & Diversity and Health & Safety.
· Perform to the Council’s employee core competencies:
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	Working conditions

	· Working Hours – 37 per week (as required to deliver service)

· Location – mainly Swans but attendance at Quadrant, Cobalt Business Park for meetings , and potentially any work site within North Tyneside



PERSON SPECIFICATION

	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Excellent customer services skills both face to face and via telephone

Financial processing and ordering systems

Excellent IT skills

work as part of a team

able to adapt to changing work patterns


	Experience of BMS

 
	At interview and references

	Qualifications and Training
	5 GCSE’s or equivalent


	HNC Business Admin
	 At interview

	Experience
	Knowledge of office/ procedures in Local Government.

General admin skills such as filing, photocopying, etc.


	Reporting and managing Health and Safety Issues 

Ability to work at a good pace and under pressure with conflicting deadlines


	At interview and references

	Special Requirements
	Current clean driving licence
	Ability to work outside normal office hours as required


	Interview
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