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Job description and person specification

Business Support Officer


	Department 
	Community & Environmental Services

	Service 
	Business Support and Development

	Grade
	E

	Reports to
	Business Support Team Leader

	Responsible for 
	N/A

	Job reference
	10923 (GR0004)



	Job Purpose – 


	To deliver a wide range of business support activities and support the Support Manager Operations in delivering CES activities.
To lead on a service specific or departmental wide system(s)/activity. 
To ensure the support is provided efficiently, effectively, and flexibly with high standards of customer care.


	Context – 


	The post will provide support direct to allocated service teams or across the department as a whole.



	Accountabilities - 

	To provide a range of business support services including:
· Management of public enquiries and other enquiries referred from Customer Service Centre and other sources
· Ordering of goods and services
· Maintenance, development and data input into business systems
· Management and organisation of records
· Preparation of statutory and other notices and statements
· Processing claims
· Information gathering and processing
· General support and administration


	To lead on the support, development and maintenance of a specified office/business system or significant process.  Coach, support and supervise team members on the system/process.


	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.


	Provide administrative support, as allocated, to develop, manage, monitor and administer systems/projects.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Good standard of Education (5 GCSE passes Grade C or above in English and one other subject) and demonstrable ICT skills

	NVQ Level 3 in Business Administration

	Knowledge/Experience:

	Essential 
	Desirable 

	Two years administrative/support experience.
Significant MS word experience; experience of other MS packages.
Working in a customer focused environment.
Working within a reactive environment and changing priorities to meet the needs of the service.

	Knowledge of service area being supported.


	Skills:

	Essential
	Desirable

	Excellent communication, interpersonal and customer care skills.
Able to take accurate/relevant minutes and keep accurate records.
Good IT skills and knowledge.
Working knowledge and skills in Microsoft Office.
Good organisational skills; able to organise own workload.
Flexible and able to use initiative, share ideas and participate in the development and improvement of the service.
Proactive.

	Ability to support change and transition within the working environment.





	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 


	The postholder will be required to be flexible and carry out duties/roles (on a temporary and/or permanent basis) at the same level (with support and training as required) in other teams, as required




	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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