[image: image2.jpg]



Job Description

	For HRU use only
	Ref: 3395


	Directorate
	Business and Economic Development

	Section/Location
	Regeneration / Swans

	Post Title
	Receptionist/Business Support Officer

	Permanent/Temp
	Permanent

	Grade
	Grade 6

	Responsible to
	Swans Estate Manager

	Responsible for
	N/A

	Job Purpose

	To provide  a full remit of business and technical support services at Swans Centre for Innovation, together  with reception, clerical , financial and administrative support to the Estate Manager and the tenants and other 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 including welcoming visitors to the CFI and main Swans site, managing bookings of meeting and function rooms and other available facilities,  delivery of post to tenants  in the CFI and any other duties of a similar nature.
· To assist in the organisation and provision of clerical and administrative support, pertaining to the service area, including maintaining records, organising and taking notes of meetings, responding to and answering enquiries (including by letter and email), maintaining office systems, maintaining diaries and making room and travel bookings.
· Developing and maintaining management information systems in respect of tenancies within the Centre for Innovation and the billing and payment of rent, service charges, room bookings etc.
· Handling and reconciliation of petty cash or other amounts of cash, cheque, debit card payments and expenditure, processing orders, invoices (incoming and outgoing), processing creditor payments and raising debtors accounts etc.
· Contribute to the planning and development of support systems and procedures.
· To ensure that office equipment, stationery and other office consumables (including basic maintenance of equipment) are ordered in accordance with purchasing procedures.

· To undertake the management of manual and computerised records/management information systems Including the analysis, manipulation and production/presentation of reports.
· Undertaking financial processing activities (such as petty cash, cheques, debit card and cash payments).
· Undertake typing, word processing, production of Excel spreadsheets and complex IT based tasks.
· To develop strong working relationships with other officers and partners to maximise effectiveness of engagement and activities within North Tyneside.
· Complete and submit monitoring forms and returns both internally and to external bodies.
· To assist with marketing and promotion of the CFI.
·  Any other duties that may arise appropriate to the job purpose and grade as 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 for finance and accounting purposes 
· 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 and communication skills both face to face and via telephone and email with a wide range of internal and external customers
Financial processing and ordering systems

Excellent IT skills including use of the Microsoft Suite of applications and Office 365
Ability to work both as an individual and as part of a team as and when required 
Able to adapt to changing work patterns.

	Experience of using:

· Oracle Business Management System (BMS)  
· UNIFORM Property Management System 
· Ash Sundry Debtors Management System
· Arc Map GIS or similar Geographical Information System
A good understanding of Local Government processes
 
	Application form,  interview and references

	Qualifications and Training
	5 GCSEs or equivalent


	HNC Business Admin
	Application form and interview

	Experience
	Experience in following standard financial procedures for ordering, paying and raising invoices in Local/Central Government or a business environment.

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

	Reporting and managing Health and Safety Issues. 

Experience of working in a professional  built environment practice.
	Application form,  interview and references

	Special Requirements
	
	Current clean driving licence

Ability to work outside normal office hours as required


	Application form,  Interview
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