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Job Description
	For HRU use only
	Ref:3378


	Directorate
	HECS

	Section/Location
	Early Intervention, Prevention and Support Services

	Post Title
	Early Life Administration Officer

	Permanent/Temp
	Fixed Term 12 months

	Grade
	5

	Responsible to
	Business & Operations Manager

	Responsible for
	Providing an administrative support role to Locality Teams within North Tyneside with an emphasis upon reducing the amount of office based time required by front line staff through the provision of accurate and timely data input and monitoring services.

	Job Purpose

	To provide general administrative support, including answering telephones, taking messages and responding to enquiries, data input, filing, photocopying, receiving and dispatching post and supporting reception services for Locality Teams buildings.


	Job Content

	The following job content is indicative of the range of duties that will be expected from this post. It is not meant to be an exhaustive list of duties but is intended to inform the job holder of role requirements which will include:

· To provide high quality clerical and administrative support pertaining to the service area, including maintaining records, organising meetings, making room bookings, maintaining office systems as directed by the Business & Operations Manager.
· To provide a reception service for the Locality Teams, ensuring immediacy of attention to patients/services users, internal and external customers.

· To contribute towards the development of administrative systems, processes and the achievement of key delivery targets.

· To ensure that office equipment, stationery, other centre consumables (including basic maintenance of equipment) and stock are ordered in accordance with purchasing procedures.
· Collecting, recording, compiling, manipulating and presenting manual and computerised data following pre designed formats. 
· Provide service information to parents/professionals.
· To input data to the relevant system e.g. CCM/Liquid Logic, SystemOne, Childview or other appropriate data storage system, supporting the work of Locality Teams ensuring that they gain as much direct contact time with families as possible. 

· Provide accurate data/lists to Locality team members / court officers.
· Operate and demonstrate relevant ICT software packages e.g. MS Word, Excel, Powerpoint, Publisher, CCM/Liquid Logic, SystemOne, EMIS etc.

· Contribute towards the maintenance of a safe and secure environment for all centre users.
· To support service research processes and obtain information required to support service decision making.

· Assisting with the preparation of reports to support business management processes and service standards.

· Contributing towards the completion of service monitoring forms.

· Contribute towards quality assurance processes, supporting the development of practice that promotes excellence.

· Contribute towards the development of professional practice within support services, supporting the review of existing practice, contributing ideas towards improving practice and the development of excellence in service delivery.

· Contribute towards health & safety arrangements within the Centres including supporting the identification of risks and appropriate control measures to manage those risks.

· Adhere to the policies of North Tyneside Council and its Partners in service delivery at all times.

· Collaborate with others to achieve an effective, efficient and caring service responsive to the needs of clients.

· Allocate appointments to clients appropriately.

· Complete birth declarations with families wishing to register the birth of their babies.

· Plus other duties commensurate with the nature/grade of the post.


	Performance standards

	· Achievement of service delivery targets and personal targets set in annual IPR.

· Service standards, financial regulations and standing orders are complied with.

· Data input to CCM/Liquid Logic/SystemOne/Childview within 24 hours (4 hours for Childview), with a high degree of accuracy.

· Minutes from meetings taken and typed up in a timely manner and with a high degree of accuracy using standardised formats. 

· Draft copies of minutes to be circulated to meeting participants within one week of meeting date for accuracy checks; final copies of minutes issued within two weeks of meeting date.

· High degree of professionalism demonstrated personally and a positive contribution made towards the development of professional practice.

· An active contribution is made towards promoting the highest standards of health & safety.

· All room bookings to be confirmed in writing within 24 hours of receipt of booking form.


	Working conditions

	You will be expected to work within any North Tyneside Council worksite as required.  

It may be necessary for the post holder to work early evenings and/or weekends to meet the needs of the service.

You will be required to work on a six week recurring rota, with a 3 week working pattern. Normal operational business time will be 8.30am – 7pm Monday – Friday and weekends as services require.




	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Skilled at engaging people.

Proficient in the use of MS Office products eg Word / Excel, data base input and maintenance of database records.
Knowledge of the requirements for excellent customer service.


	Knowledge of birth declaration processes. 

Knowledge of safeguarding procedures for young children and vulnerable adults.
Awareness of issues that affect families with young children particularly those families from vulnerable groups. 


	Application Form & Interview

	Qualifications and Training
	GCSE Grade    A-C English and Maths or equivalent.
Demonstrate a willingness to take part in learning activities. 

	Customer service training.
NQF Level 3 qualification in relevant subject.
Audio typing qualification. 


	Application form Certificates



	Experience
	Previous experience delivering clerical and administrative functions.
Experience in convening meetings, preparing agendas, taking minutes and notes at meetings and all other aspects associated with ensuring business is conducted effectively and efficiently.
Experienced inputting to a variety of databases with accuracy and speed. 


	Experience working in a child orientated setting.
Experience using Liquid Logic / SystemOne / Childview or similar databases.
Experienced in completing birth declarations.

	Application form

Interview

	Special Requirements
	Must be able to create a welcoming environment for all customers, respect their privacy and maintain confidentiality at all times.

	
	Interview, References, DBS Disclosure
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