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	POST:
	Business Services Administrator

	LOCATION:
	Heritage House 
PLEASE NOTE THIS POST IS OFFICE BASED and is not subject to Agile working arrangements

	REPORTING TO:
	Executive Assistant

	ACCOUNTABLE TO:
	Director of Business




JOB PURPOSE

	· 
	· Provide a professional, efficient and welcoming reception service for all visitors to
Focus. 
· Deliver high quality administrative support to the Business Services Team using a range of IT systems to ensure smooth and efficient service delivery.

	· 
	· Act as the first point of contact for visitors (e.g., service users, contractors, training delegates, recruitment candidates), ensuring they are greeted professionally and directed appropriately.

	· 
	· Support facilities administration across Focus HQ, ensuring a safe, well-maintained, and professional working environment.



PRINCIPAL DUTIES & ACCOUNTABILITIES

	Reception

	
	· Responsible for the professional provision of reception services to visitors to Focus which includes a friendly, professional meet and greet service; speedy resolution of enquiries and overseeing of completion of daily visitor log.

	
	· Ensure reception area is clean and tidy, that signage is up to date, accurate and in good condition and that any confidential or sensitive information is not on open view.

	
	· Coordinate visitor arrangements for recruitment or training days, including preparation of waiting areas, refreshments, and materials.

	
	· Directing of telephone enquiries to correct officers and/or the taking of and forwarding of accurate electronic messages to key personnel, ensuring that messages do not get forwarded to staff who are absent/on leave but are directed to an appropriate member of staff in their absence

	
	· Monitor and manage the Reception email inbox, responding to or escalating queries in a timely and professional manner

	
	· Responsible for receiving and distributing all incoming post and deliveries to the organisation, ensuring it is promptly passed to the correct team.

	
	· Process and frank all outgoing mail efficiently to meet postal deadlines.


	
Administrative Support

	
	

	
	· Provide responsive, accurate administrative assistance to the Business Services Team, including data entry, document preparation, scanning, photocopying, and general office support

	
	· Handle routine telephone and email enquiries courteously and efficiently

	
	· Coordinate and organise meetings, including scheduling, preparing agendas, and arranging facilities on behalf of the Business Services Team.

	
	· Set up meeting and training rooms which may include moving furniture, setting up equipment and providing refreshments

	
	· Act as a designated Fire Warden for Focus office sites, ensuring compliance with safety procedures.

	
	· Support other Teams within Focus in times of high demand which may include dealing with large post runs, additional data inputting or word processing and other similar duties.

	· 
	· Undertake any other duties considered commensurate to the post



	
Facilities Management


	· Assist with the reporting and recording of facilities management issues, including maintenance requests, service checks, and health and safety matters.
· Liaise with landlords, contractors, and service providers to resolve facilities-related issues

	· Maintain accurate records of first aid and fire warden coverage, ensuring appropriate training and certification are kept up to date.









PERSONAL RESPONSIBILITIES 

As well as the departmental rules and procedures, which you are required to observe and follow, focus has developed a number of general policies and procedures that apply to your employment.

Whilst focus recognises specific responsibilities fall upon management, it is also the duty of all employees to accept personal responsibility for the practical application of these policies, procedures and standards.  You should familiarise yourself with these, and ensure that you understand and adhere to them.

Particular attention is drawn to:-

Health and Safety
Under the Health & Safety at Work Act 1974 it is the responsibility of individual employees at every level to take care of their own health and safety at work and that of others who may be affected by their acts at work.  This includes co-operating with management in complying with health and safety obligations, particularly by reporting promptly any defects, risks or potential hazards.

Fire Procedure
The post holder must adhere to the focus Fire Policy, including training attendance.

Equal Opportunities
Focus has policies covering Equal Opportunities and Harassment.  The aim is to ensure that no colleagues, potential employees, patients/clients are harassed, or receive less favourable treatment on the grounds of disability, age, sex, sexual orientation, marital status, race, colour, religion or ethnic/national origin.

Security and Confidentiality
The post holder must adhere to a range of policies, procedures and legislations relevant to security and confidentiality, these include:

· Data Protection Act 2018 and UK GDPR
· Copyright, Designs and Patents Act 1988
· Access to Health Records Act 1990
· Computer Misuse Act 1990
· BS7799 (Information Governance)
· Caldicott
· Document and Records Management
· Mental Health Act

Additionally, all staff are required to attend an annual briefing on Information Governance and Security.

You are required to keep all client information confidential unless disclosure is expressly authorised by your employer. Misuse of or a failure to properly safeguard confidential data will be regarded as a disciplinary offence. 

This job description reflects the current main organisational priorities for the post.  In the context of rapid change taking place within the Health / Social Care, these priorities will develop and change in consultation with the postholder in line with service business needs and priorities.

Specific objectives for the postholder will be regularly agreed and reviewed as part of an individual performance process.
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PERSON SPECIFICATION

	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA
	HOW TESTED

	EDUCATION / QUALIFICATIONS

	· GCSE’s in English & Maths at a Grade C / Level 4 or above OR 
· Functional Skills Level 2 in Maths & English and willingness to work towards a Business Administration Qualification.
	· Further education or training in Business Administration, Customer Service, or related area
	Certificates
Application Form 
Assessment

	EXPERIENCE

	· Experience of providing administrative support or experience of delivering front of house or customer service duties.

	· Experience of handling and responding to telephone and email enquiries
	Application Form
Assessment
Interview

	SKILLS / ABILITIES

	· Excellent interpersonal and communication skills
· Strong organisational skills and attention to detail
· Ability to prioritise and manage multiple tasks while maintaining professionalism under pressure
· Competent user of Microsoft Office (Word, Excel, Outlook, Teams) and general IT systems
· A positive, customer focused attitude
· Ability to work both independently and collaboratively as part of a team
	· Experience of maintaining accurate filing and record keeping systems.
	Application Form
Assessment
Interview

	KNOWLEDGE / UNDERSTANDING

	· Understanding of confidentiality and data protection in handling information
	
	Application Form
Assessment
Interview

	OTHER REQUIREMENTS

	· Flexible and adaptable to meet the needs of the service 

	
	Application Form
Interview
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