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PERSON SPECIFICATION
Job Title: Senior Business Support Officer
Service:   Business Support
	Essential Requirements
	Method of Assessment

	Experience/Education/Training

Experience of working effectively within a busy, fast paced team environment.
Experience of specialist administrative systems and procedures including the awareness of GDPR.
Experience of working in a changing environment, including changes in colleagues and settings.
Experience of introducing new ways of working, particularly adopting innovative and flexible methods.
Experience of collating analytical data both qualitative and quantitative. 

	Application Form /
Interview


	Skills/knowledge and Ability
Be able to develop excellent internal & external relationships to meet desired service expectations & standards.

Be able to communicate effectively across a broad range of methods to successfully liaise with ICT, external specialist software providers & stakeholders.
Able to establish direction, influence others towards shared goals and empower, inspire and motivate individuals to achieve objectives and outcomes.

Effectively produce performance information and be able to extract and analyse data.

Excellent PC skills to prepare documents, record information or input data.
Good time management skills with the ability to work to often tight and competing deadlines. 

Ability to be creative in working through problems and making decisions and reach conclusions.
Be the point of technical referral and quality assurance for specialist areas of the service.
Ability to supervise the work of Business Support employees. 


	Application Form /
Interview


	Work Related Circumstances 
There is an element of travel associated with this post; applicants must be prepared to satisfy this requirement by use of their own transport.
Applicants must be prepared to undertake agile working from time to time.
Commitment to Equal Opportunities.

Compliance with Health & Safety rules, regulations and legislation.


	Application Form /
Interview



