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Job Description and Person Specification  

Business Support Assistant 

	Department 
	Communities and Environment

	Service 
	Norfolk Museums Service 

	Grade
	D

	Reports to
	Operations Manager East 

	Responsible for 
	N/A

	Job reference
	



	Job Purpose


	To provide effective financial and administrative support to the Operations Manager East and site teams by maintaining an efficient income reconciliation process, completing varied administration tasks and facilitation of the bookings for group visits and commercial hires at Eastern Area Museum sites.


	Context 


	The NMS Eastern Area comprises four museums: 
•	Elizabethan House, Tolhouse Gaol and Time & Tide Museums in Great Yarmouth 
•	Cromer Museum
The Business Support Assistant is based at the Time and Tide Museum in Great Yarmouth four days per week but provides financial & administrative support to Cromer Museum remotely.  




	Accountabilities 

	To provide administrative and financial support to the Eastern Area Museum site teams, facilitating office operations and dealing with incoming and outgoing mail, telephone, email and other enquiries. Supporting the Operations Manager East with effective administration and meetings management.


	To manage petty cash transactions, reconcile income and complete banking procedures in accordance with NCC regulations for all Eastern Area sites.


	To monitor and maintain accurate financial and visitor recording systems at Eastern Area museums, highlighting any anomalies and providing accurate reports to the Eastern Area Manager on a regular basis. Liaising with NCC Finance Officers on a regular basis to ensure adherence to corporate policies and procedures.


	To be the main point of contact and manage all aspects of non-educational group bookings and commercial venue hires for the Eastern Area Sites liaising with colleagues from all departments to deliver the service required.


	To be an active member of the operational team, providing customer service and buildings management support to the Visitor Services Duty Manager and the wider Visitor Services Team as required.


	To support the Area and Duty Managers in their roles as PIC (Person In Charge) with managing the buildings, assisting with contractor management to facilitate the maintenance and testing of building systems.


	To work with the Education Bookings Assistant to actively monitor and maintain an efficient booking system for all group bookings ensuring efficient use of shared resources.


	Any other duties commensurate to the level of this post as may be determined by the Director of Cultural Services or their designated officer.


	To support the maintenance of marketing and promotional activities including museum email accounts and calendars, promotional websites, social media sites and responding to visitor reviews as required.




	Person Specification


	Qualifications:

	Essential
	Desirable

	GCSE (or equivalent) in English and Maths

	NVQ Level 2/3 Business and Administration


	Knowledge/Experience:

	Essential 
	Desirable 

	Minimum 1 years’ experience of working in a relevant finance environment 

	Experience of liaising with and monitoring the work of contractors


	Minimum 2 years’ experience of working in an administrative role

	Working with local government or similar financial procedures


	Numerate, with the ability to handle cash, understand financial reports, monitor and record income/expenditure

	Training in Health and Safety


	IT skills including word processing, creating and managing Excel spreadsheets and the use of email

	

	Ability to communicate with the public in an effective, polite and professional manner including via social media platforms

	

	An awareness of Health and Safety at work

	

	Skills:

	Essential
	Desirable

	Excellent verbal and written communication skills

	An interest in history, museums, culture or heritage


	Good organisational skills

	

	Good interpersonal skills

	

	Good customer care skills

	

	Ability to organise and prioritise own work schedule

	

	Ability to liaise with contractors

	



	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)

	The post holder must have a flexible approach to working arrangements and able to work some occasional evenings or weekends as business needs require. 

Movement between buildings required including Time and Tide Museum, Time and Tide Office building, Elizabethan House Museum and the Tolhouse Gaol museum. 

Some manual handling involved and this post entails significant use of a desktop PC.




	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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