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CHILDREN, ADULTS AND HEALTH
JOB DESCRIPTION
POST TITLE:

Admin Support Officer
GRADE:


Band 4
RESPONSIBLE TO: 
Youth Justice Assistant
Job Summary

To provide an efficient and effective administrative service to the Youth Justice Service.

To support the collection and reporting of information regarding service users and activities

across Youth Justice Service functions.

Main Duties and Responsibilities

1. Assist in the organisation and provision of clerical and admin support in relation to the service area including maintaining records responding to and answering queries (including by letter), maintaining office systems, diary management, arranging room and travel bookings etc.

2. Operate and demonstrate relevant ICT software packages e.g. word processing packages, databases, spreadsheets.
3. Ensure that office equipment, stationery and other office consumables (including basic maintenance) are ordered in accordance with purchasing procedures.

4. Assist with the management of manual and computerised records/management information systems, escalating any issues regarding accuracy and inconsistency of information where appropriate.

5. Provide advice, guidance or signpost staff, public etc. with regard to internal policies/procedures and external regulations/legislation.
6. To maintain client confidentiality and have awareness of the Safeguarding agenda.
7. Develop, operate and maintain records, including the risk, victim and restorative justice databases (both manual and electronic).
8. Production of statistical information for the YJS management team.
9. Undertake financial procedures including the accurate handling of cash and receipts and reconciliation of petty cash.
10. To operate an effective ordering and stock control system for the provision of office equipment/ resources using relevant systems.
11. To assist in the provision of a support service for meetings, including organising and attending meetings, preparing agendas and minutes, minute taking where required.  Organising Referral Order Panels, arranging attendance of volunteers and collating information.
12. To provide, in conjunction with other members of the administration team, the day-to-day admin support needed to develop and maintain the service, including organising training for staff and volunteers when required.
13. To answer incoming telephone calls, word processing reports, typing of letters, opening, recording and distribution of all incoming correspondence to the Service, and dealing with information received via CJSM and GCSX secure emails.
14. To provide support functions with regard to the general running of a busy office specifically Health & Safety, faults and repairs.
15. To comply with all policies of South Tyneside Council, in particular promoting those of Health & Safety and Equality of Opportunity.
16. To participate in a personal training and development programme, including Personal Development Review and external training courses. To provide technical support to colleagues and assist in training as required.
17. To adopt, utilise and demonstrate Customer Service Excellence principles.
18. To take reasonable care of your own health and safety and co-operate with management to enable compliance with the Authority’s Health and Safety rules.
19. The Job Description outlines the main duties of the post. It is not possible to provide an exhaustive list of specific duties and activities and the post holder will be expected to undertake other duties and responsibilities commensurate with the grading and nature of the post.
South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.
All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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