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	Service and job specific context statement

	Directorate:
	Central Services

	Service:
	Support Services

	Post title:
	Business Support Administrator

	Grade:
	C

	Responsible to:
	Business Support Team Leader

	Staff managed:
	None

	Date of issue:
	August 2020 

	Job family:
	C&A - Customer & Administration 

	Job context

	· The post-holder will work within one of the teams in the Business Support Service, either in one of the shared service teams providing services across NYCC or in a Business Support team providing support to a specific Directorate operational function.  Post-holders will be line managed by a Team Leader in the Business Support Service.  In some instances, they will be tasked on a day to day basis by a manager in the operational team in which they are based.
· This role involves spoken communications so a confident use of English language is required.
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	Job Description

	Directorate:
	Central Services

	Service:
	Support Services


	Job purpose
	The core focus of this post is to provide administrative and financial administration support to operational or frontline services.

	Operational management
	· Work to defined standard business processes to perform administrative tasks including processing applications/requests for service, taking and making telephone calls, checking and confirming information, typing and photocopying; with due regard to confidentiality and safeguarding.
· To act as the first point of contact for specific function(s) of an operational service
· To undertake reception duties, meet and greet visitors, provide direction and give advice and guidance to routine queries
· To provide advice and guidance to customers (including members of the public), business partners and others on business processes and operational service issues and to resolve straightforward issues.
· Perform data input whether relating to finance, staffing information, service usage or otherwise. 
· To create, manage, process and manipulate data and information whether relating to finance, staffing information, customers or any other service requirements or eligibility criteria.
· To co-ordinate the receipt of information or returns, checking, collating and confirming as necessary.
· To undertake basic financial management processes including raising invoices, processing orders, assisting in closedown of year end accounts and resolving issues including unpaid bills and handling petty cash.
· To assist in the preparation and organisation of meetings and events including booking venues, issuing invitations and papers and taking minutes of low profile meetings.
· To co-ordinate office stationery, equipment and supplies maintaining records as appropriate.
· To book hotel accommodation and make travel arrangements as necessary.


	Resource management
	· To act as Fire Warden for the building and undertake risk assessments as appropriate.
· Carry out checks and maintain records of fire drills, fire alarm tests, emergency lighting and legionella testing. 
· To open and close premises as required.





	Person Specification

	Essential upon appointment
	Desirable on appointment

	Knowledge
· Knowledge of using computer packages for communications and data input.
· Good literacy and numeracy skills to Level 2 or equivalent 

	· Knowledge of business processes relevant to the position.
· Knowledge of the fire, health & safety and legionella procedures.
· Knowledge of relevant NYCC policies and procedures including those relating to safeguarding, data protection and confidentiality.
· First Aid qualification.

	Experience
1. Experience of data input and data management ensuring accuracy and confidentiality.
1. Experience with using IT and common business support packages including word and excel.
1. The ability to converse at ease with customers and provide advice in accurate spoken English is only essential for some posts.

	· Experience of note taking.
· Experience of providing information to the public or customers using good communication skills.
· Experience of using defined business processes and following guidance.


	Occupational Skills
1. Ability to store and retrieve information.
1. Ability to use a keyboard with speed and accuracy.
1. Ability to organise and present numerical data.

	1. Ability to produce an accurate record of a meeting discussion and actions.
1. Ability to use databases.


	Other Requirements
· Able to provide support to services outside normal working hours, as required.

	Ability to travel around the County and willingness to work flexibly including evening and weekends (only essential for some posts).

	Behaviours 
	Link



NB – Assessment criteria for recruitment will be notified separately.
You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.

Head of Business Support
0.6 FTE SM2


Arssistant Head of Business Support
1 FTE Gr N


Leadership Support
1 FTE Gr N


Area Business Support Manager
Harrogate / Craven
1 FTE Gr M


Bus Supp Manager 
Gr L x 3 FTE - 
Team Leader Gr I x 1 FTE



Business Support Manager
Gr K x 1 FTE
Team Leaders Gr I x 8 FTE


Business Support Manager
Document Management Centre
1 FTE Gr K


Team Leader x 1 FTE
Gr H


Area Business Support Manager
Co Hall & Northallerton
1 FTE Gr M


Team Leaders
 Gr I x 8 FTE
110 FTE


Area Business Support Manager
Ham / Rich / Selby
1 FTE Gr M


Team Leaders
Gr I x 8 FTE
110 FTE


Business Support Manager
Finance Administration
1 FTE Gr K


Team Leaders
Gr I x 4 FTE
50 FTE


Area Business Support Manager
Scarborough / Ryedale        1 FTE Gr M


Business Support Manager
Gr K x 1 FTE
Team Leader  Gr I x 8 FTE




Snr Bus Supp Officers
 Gr G 
Bus Supp Officers Gr E 
Bus Supp Administrators Gr C



110 FTE


Snr Bus Supp Officers Gr G 
Bus Supp Officers Gr E 
Bus Supp Administrators Gr C


Snr Bus Supp Officers Gr G 
Bus Supp Officers Gr E 
Bus Supp Administrators Gr C


Snr Bus Supp Officers Gr G 
Bus Supp Officers Gr E 
Bus Supp Administrators Gr C


Snr Bus Supp Officers Gr G 
Bus Supp Officers Gr E 
Bus Supp Administrators Gr C


110 FTE


110 FTE


50 FTE


Leadership Supp Off Gr G
Leadership Supp Off Gr E
Snr Bus Supp Officers Gr G
Bus  Supp Officers Gr E


30 FTE


120 FTE


10 FTE


Snr Bus Supp Officers Gr G 
Bus Supp Officers Gr E 
Bus Supp Administrators Gr C
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