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Job description and Person Specification

Business Support Officer Level 1 – Fostering Support

	Department 
	Business Support Officer

	Service 
	Children’s Services 

	Grade
	Scale D

	Reports to
	Assistant Service Business Manager

	Responsible for 
	None

	Job reference
	9929



	Job Purpose 

	To provide a range of efficient administrative services to ensure effective business support across the Adoption, Fostering, and Kinship teams.

	Context 

	Effective business support is a vital element to the success of Children’s Services. This post enables a focused, consistent business support service to managers and staff.



	Accountabilities 

	Work in accordance with Norfolk County Council Customer Care Standards.

	Act as the first point of contact for enquiries, undertaking day to day communication with the public, colleagues elsewhere in the Council, clients, and other agencies. Provide support in receiving visitors.


	Provide guidance and assistance to colleagues in respect of the procedural aspects of financial, information management and technology (IMT) and administrative systems. 


	Arrange, attend and minute meetings, compiling agendas and undertaking associated administrative work and follow up action. Distribute/circulate documents as necessary.


	Administer the planning & organisation of events, activities & training courses.

	Complete the processing of documents required to deliver and maintain statutory and non-statutory processes e.g. DBS checks.


	Diary management including arranging and minuting meetings/workshops as necessary.


	Maintain the appointment schedule/diary of managers/teams. Assisting with the management of team mailboxes and ensuring messages and information are passed on appropriately.


	Word processing and creation and population of spreadsheets which may include establishing systems for recording and monitoring data and information. 


	Prepare initial drafts of letters / and complete standard letter templates.


	Create/process Expenditure Request Forms (ERFs), raising orders for specified goods/services via a Service Request Form (SRF), using corporate purchasing cards MyOracle purchase order where appropriate.


	Assist Responsible Budget Officers (RBOs) in monitoring and checking budgetary records and maintaining spend data where necessary so that financial processes are accurately followed. 


	Assisting with the booking of transportation and accommodation via an approved travel site.


	Undertake the monthly reconciliation of accounts, process journals as required, check and receipt goods/services and process invoices to ensure timely payment. 


	Raise purchase orders/invoices and ensure that charges to the department are
recorded and banked appropriately. Receipt goods/services and process invoices to ensure timely payment. Check supplier invoices and claims, make
amendments as required to prepare for authorisation and payment.


	Monitor and maintain inventories of equipment, office supplies and stock. 


	Open and distribute incoming post and process the outgoing post according to the procedures. Adhering to the Data Protection policies with regard to the safeguarding of confidential and sensitive information.


	Maintain confidential records and efficient filing systems via SharePoint and LiquidLogic in accordance with the departmental filing, Information Management and Data Protection procedures. 


	Be responsible for safe working practices of self and assist the L/SBM or Assistant L/SBM as required in maintaining a safe working environment in accordance with Health & Safety legislation.


	Comply with best practice, departmental policies and procedures so that duties and tasks undertaken are efficient and effective.





	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 demonstrable experience.


	Knowledge/Experience:

	Essential 
	Desirable 

	Minimum of 6 months general office experience.

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



	Experience of using Microsoft Office in a working environment.

	

	Understanding of good customer care.

	

	Skills:

	Essential
	Desirable

	Excellent communication and interpersonal skills.

	

	Good ICT/Keyboard skills.

	

	Good 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.

	

	Able to organise own workload and work with minimum supervision. 

	

	Able to work to a high standard of accuracy.

	

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

	



	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 range of duties required of the post-holder will vary depending on the allocated service area.




	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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