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Job Description   

Business Support Officer Level 2 

	Department 
	Children’s Services

	Service 
	Children’s Advice and Duty Service

	Grade
	Scale E

	Reports to
	Service Business Manager

	Responsible for 
	N/A

	Job reference
	



	Job Purpose

	To provide a range of efficient administrative services to ensure effective business support across the allocated service area.
 
Make recommendations for improvements to admin systems and processes and ensure agreed business support processes are implemented and effective.


	Context 

	Effective business support is a vital element to the success of the organisation. This post enables a focused, consistent business support service to managers and staff.
 
Other Job Information 
We are looking for a highly focused, resourceful and efficient Business Support Officer to provide support to the Children’s Advice and Duty Service. 

You will work closely with consultant social workers, managers and head of service to support them to ensure the right pathway first time for our children and young people.

A large proportion of the role is to ensure client records (Liquidlogic) are maintained with up to date and accurate details and then inputting information to be forwarded to the Consultant Social Worker.  Inputting Police reports (CPI’s) on to Client records.




	Accountabilities 

	Inputting of information accurately and prioritising tasks to be achieved within timescale. Management and organisation of client records.


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


	Minute meetings, compile agendas and undertake administrative work and follow up action so that projects and tasks are documented and run to plan.


	Use advanced word processing, spreadsheets, SharePoint and emailing skills.

	Provide advice, guidance and support to team members on the delivery of specialist tasks and systems.


	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.
· Information gathering and processing


	Research and coordinate information/data for reports and service or project plans.


	Develop and set up office systems and processes.
Coach and supervise team members on the delivery of specialist tasks and systems


	Maintain confidential records.


	Be the first point of contact for telephone and personal enquiries, supplying information and directing matters as appropriate.




	Person Specification


	Qualifications:

	Essential
	Desirable

	Good standard of Education (GCSE Grade C or above in English and one other subject) and demonstrable ICT skills.

	NVQ Level 2/3 in business administration or equivalent experience.



	Knowledge/Experience:

	Essential 
	Desirable 

	General office experience.

Experience of using Microsoft Office and email in a working environment.

Ability to work effectively as a member of a team

	Experience of following financial processes e.g. ordering, and invoice payments.

Knowledge of financial processes.



	Skills:

	Essential

	Excellent communication skills and time keeping
 

	Good ICT/Keyboard skills.


	Excellent numeracy and literacy skills.


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


	Ability to organise own workload and work with minimum supervision. 


	Ability to work to a high standard of accuracy.


	Ability to comply with data protection regulations and understand the importance of maintaining confidentiality.  


	Able to adapt to new technology and processes.


	To be familiar with data protection and the importance of working with confidential information


	Awareness of safeguarding children policy




	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.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	N/A




	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 regards 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.
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