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WE LISTEN | WE CARE | WE ARE AMBITIOUS | WE ARE GOOD VALUE FOR MONEY

North Tyneside Council






Job Description
	For HR use only
	Vacancy Ref No: DBS0013


	Directorate
	Health, Education, Care & Safeguarding

	Service and Team
	CYPL – Employment & Skills

	Post Title
	Business Support Assistant

	Grade
	5  SCP 7-9

	Reports to 
	Business Support Coordinator

	Responsible for (employees or equivalent)
	Assisting with a range of tasks relating to the functions of the Employment and Skills Team and the delivery of services to partners, clients and customers

	Job Purpose 

	To provide general administrative support to the Employment and Skills Team and its associated operations and programmes. This will include inputting to several management information systems and maintaining a range of records – pupil/client/learner/customer/partner/financial/personnel and undertake monitoring of those records as directed.  

To provide day to day support as part of the Employment and Skills Team that will include reception, clerical and administrative support including, answering telephones, taking messages, and responding to enquiries, data input, filing, photocopying, and receiving and dispatching post.

To assist in the organisation and provision of clerical and administrative support.

To provide technical level support to a range of other functional managers within the Employment and Skills Team. 
To track and monitor the movements of clients/learners and to support tutors/advisers with the task of promoting all options for work, training and learning and placing clients of the service into available opportunities.


	Job Content

	The post holder will be responsible for:
· Providing general reception, clerical and administrative support, including maintaining records, organising meetings, making room and travel bookings, responding to and answering enquiries (including letters), maintaining office systems, maintaining diaries.

· Ensuring that office equipment, stationery, and other office consumables (including basic maintenance of equipment) are ordered in accordance with purchasing procedures.

· Collecting, recording, compiling, manipulating, and presenting manual and computerised data in several formats.

· Taking messages, answering enquiries, and providing information (including from/to members of the public) and reception duties.

· Undertaking typing, word processing and other IT based tasks

Specialist Tasks

The following list highlights some of the specialist duties that are associated with a post operating at this level in the Employment and Skills Team. This is not a comprehensive list, but indicates the range of tasks you will be expected to carry out:

· To undertake the management of manual and computerised record / information systems including the analysis, manipulation, and production / presentation of reports.

· Contribute to the development of the Curriculum Planning process, supporting managers to deliver a high-quality service.

· Undertaking research and obtain information which allows managers to make informed funding and data decisions.

· Identify and assess the information and advice needs of learners and clients. Accurately input and extract client information and data from a variety of records.
· Accurately input data about clients using the service that will show their contact with the service and support the task of tracking clients. 
· Supporting staff with any ICT needs.

· Undertake word and data processing and complex IT based tasks.

· Overall transactions for the service amount to some £700,000 plus annually (non-salary related). The Business Support Assistant will have a direct role in the procurement, receipt, monitoring and management of all those transactions and undertake regular audits and provide reports to managers. 

· In particular, the post holder will be responsible for the receipt and processing of course fees from learners to the annual value of £100,000+. 

· To undertake activities in relation to Centre administration - maintain the room booking system, prepare rooms and tutor teaching resources and manage equipment booking and return. This can include:

· Ensuring a tidy and safe environment for staff, visitors, other users

· Reporting accidents or incidents via the Accident Reporting System

· Contribute to the continuous professional development of work placement trainees, apprentices, and volunteers.

· Assist with the organisation of processes and procedures within the Business Support Team.

· Contribute to the design and production of information products, such as information leaflets, publicity, and web sites.

· Attend relevant meetings and take minutes when appropriate
· Other duties as appropriate in line with the grade of the post.



	Climate Change Values and Behaviours  

	· We strive to reduce the carbon footprint of our services by using less energy in our buildings, travelling less in our vehicles, and increasing our recycling
· We encourage innovation and the generation of new ideas in the way we do things, including increasing the environmental sustainability of our services

	Equality, Diversity and Inclusion Values and Behaviours

	· We treat all our colleagues, residents and service users with dignity and respect. We embrace and value people’s differences. We act as allies, educating ourselves, empowering others and tackling discrimination.


	Special Requirements of Post

	Working Conditions 
	Office based.

	Working Requirements and Arrangements
	37 hours a week to be delivered flexibly.  This may include occasional evening and weekend working.  



	Physical Requirements e.g., driving, lifting, and handling
	None

	DBS and Safeguarding Checks required 
	Enhanced DBS

	Responsibility for Safeguarding or extent of contact with children, young people and/or adults at risk of harm.
	Regular contact with SEND learners and on occasion school children.

	Politically Restricted
	No



Person Specification

	Job Criteria

	Factor
	Essential
	Assessment method

	Knowledge
	· Good ICT skills

· User of a Management Information System (MIS)

· Accuracy and speed of data entry

· Ability to deal with a wide range of learners/customers in a sensitive, helpful manner which supports their access to learning/training

· Ability to concentrate intensively

· Good communication skills – verbal and written

· Able to work as part of a team

· Well organised


	Application form

Interview

References



	Qualifications and Training including Professional Registrations 
	· A Level 2 Business Administration qualification or equivalent.

Or:

· Training or experience related to Education, Employment and Skills.


	Certificates



	Skills & Experience
	· Of work in an office environment

· Of using MS Office (Excel, Access and Word)

· Of working with the public – dealing with enquiries.

· Of using a Management Information System (MIS)

· Experience of working to set standards and accuracy


	Application form

Interview

References

	Our Values
	· We Listen

· We Care

· We Are Ambitious

· We Are Good Value for Money

	

	Special requirements

	Factor
	Essential
	Assessment method

	Occupational Requirements under the Equality Act 2010 
	
	

	Factor
	Desirable
	Assessment method

	
	· Reliable and discrete

· Attention to detail

· Ability to carry out manual handling duties

· Ability to work flexible hours
· Flexible and responsive to change
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Please note if you intend to use your own vehicle (or non-council vehicle) for business mileage you must hold the relevant driver’s licence, MOT and insurance documentation.











