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Job Description and Person Specification
 
Business Support (Public Health)

	Department 
	Adult Social Services

	Service 
	Public Health

	Grade
	F

	Reports to
	Public Health Delivery Manager

	Responsible for 
	n/a

	Job reference
	11413



	Job Purpose 

	The Post Holder will play a key role in supporting the functions of a Public Health Office, the PH Office Delivery Manager, and the Assistant Director of Public Health (Commissioning) in delivering centralised functions of the PH department on behalf of the Director of Public Health.
You will facilitate the smooth running of projects, business support, and those functions where it makes sense to centralise the request, execution, and response on behalf of the Director of Public Health and the department, including:
• Corporate Governance
• HR and Health & Safety processes
• Secretariat support for key Public Health Partnerships
• Business Continuity
• Service delivery and business programmes
You will offer focused, consistent support service to managers and staff across these and other functions, with a particular focus on information management and maintenance of our SharePoint site.

	Context 

	The key responsibilities of the Public Health department are to:
• Deliver the County Council and public health priorities, directly and through direct joint working with other Directorates
• Deliver the statutory functions of the Director of Public Health
• Commission the mandated public health services.
For a two-tier county such as Norfolk there are also wider determinants of health that are district council responsibilities and partnership working is important to promote and protect good health.



	Accountabilities in order of importance

	• Provide support to the Delivery Manager and Office Coordinator to ensure that all the services we provide meet council standards and targets as set out our Annual Assurance Statement.
• Provide support to team managers to ensure that key governance documents and processes meet corporate standards and are regularly updated, including:
• Information Asset and Information Sharing Agreements registers
• Health and Safety Profiles, lone worker, and homeworking risk assessments
• HR records
• Asset register
• Business Continuity Plan
• Freedom of Information and Complaints logs.
• Provide secretariat support to key Public Health partnerships including scheduling meetings and recording key actions and outcomes.
• Provide focused professional offer to support key initiatives and projects through the development of standardised project management templates including project plans, timelines Risks, Action and Issue Log, Highlight Reports, version and change control.
• Review, update and develop the Public Health SharePoint site ensuring that the site contains the most up to date key documents and information, strategies, service & corporate governance guidance and quick links to Health and Well Being processes and advice.
• Provide diary and email support to members of the Senior Management Team.



	Person Specification

	Qualifications

	Essential
	Desirable

	• Good standard of literacy and numeracy, typically evidenced by GCSE grades, 5x A-C or equivalent.
• NVQ Level 3 or equivalent in Business Administration, or equivalent demonstrable experience.
	• Project management qualification equivalent of APM Project Fundamentals (PFQ).

	Knowledge/Experience

	Essential 
	Desirable 

	· At least two years’ experience of supporting projects and programmes.
· Experience of team working in a large organisation.
· Experience implementing new administrative systems and processes.
	· Experience working in a health and/or corporate environment.
· Experience creating, designing, and updating content on Sharepoint platform.
· Experience creating, designing, and updating webpages.

	Essential Skills

	• Excellent organisational and administrative skills with an ability to plan your own workload.
• Good oral and written communication skills.
• Ability to contribute to longer term development and improvement of systems and processes.
• Good interpersonal skills with the ability to form relationships with a variety of stakeholders.
• Fully competent in the use of Microsoft office systems.
• Ability to organise and present data and information.



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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