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Job Description and Person Specification



Team Coordinator
	Department
	Children’s Services

	Section/Service
	All Sections/Business Support

	Grade
	E

	Responsible to
	Locality/Service Business Manager (L/SBM)



	Role and Context 

	Job Purpose 

	
To support the L/SBM in managing and delivering the business support to Children’s Services, to meet business needs and priorities.

To ensure the support is provided efficiently, effectively and flexibly with high standards of customer care.


	Context

	Effective business support is a vital element to the success of Children’s Services.

	Other Job Information 

	
The post holder will need to be flexible and carry out duties/roles at the same level in other teams as required.

	Principal Accountabilities 

· Management of Public Enquiries referred from Customer Service Centre

· Management support to relevant service/function managers

· Management and organisation of records

· Preparation of statutory and other notices and statements

· Processing claims

· Building Maintenance Issues

· Information gathering and processing

· Coach and supervise team members on the delivery of specialist tasks and systems

· Co-ordinate the tasks of the team to ensure priority tasks are achieved within timescale

· Provide advice, guidance and support to team members, managers and employees on business support and administrative processes

· Support the review, development and implementation of business support processes and procedures

· Prepare/research for and compile letters, reports, presentations and other documents, preparing initial draft as appropriate including gathering and analysing information

· Take on the responsibility for specific requests such as:
· Gathering and reporting data/information on behalf of the senior manager
· Setting up the infrastructure for holding interviews and undertaking DBS checks as part of recruitment campaigns
· Progress chase, collection and monitoring of supervision and appraisal data on behalf of the senior manager
· Collection and monitoring of establishment information such as permanent staff details, staff sickness, vacancies and temporary staff




Person specification

	Qualifications

	Essential
	Desirable

	Good level of education - 5 GCSE passes or equivalent including English and Maths

	Typing qualification to RSA II or equivalent

NVQ 2/3 in Business Administration

	Experience

	Essential
	Desirable

	Significant experience of working in an office environment

Proven high level of customer service experience

Intermediate level use of MS Office applications e.g. Word and Excel, and databases

	Experience of developing, monitoring and evaluating administrative systems

Local government experience

Experience of training/coaching/ mentoring staff 


	Skills/knowledge

	Essential
	Desirable

	High level of accuracy and attention to detail for good record keeping

Able to analyse and interpret complex data to provide informed advice to the decision maker

Excellent numeracy and literacy skills

Good customer service skills, with the ability to communicate effectively with customers and colleagues at all levels

Ability to explain technical issues in plain English

Good time management skills and the ability to prioritise own workload

Ability to work under pressure and to tight deadlines

Good problem solving skills

Good ICT/keyboard Skills

Knowledge of financial processes

Ability to work effectively as a member of a team 

To be familiar with Data protection and the importance of working with confidential information
 
Awareness of safeguarding children policy
	Knowledge and understanding of the department, function or service objectives, procedures and legislation/criteria worked within

Ability to support change and transitions within the working environment

Training/Coaching/Mentoring skills

Ability to deal with difficult situations confidently





The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.

General Information
The job description details the main outcomes of the job and will be updated if these outcomes change.

All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve. 

Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.

Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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