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	Job Title 
	Wellbeing Administrative support assistant

	Team
	Wellbeing
	Grade
	4

	Reports to
	Line manager: Senior Wellbeing Partnerships Officer 

	Date
	29/05/2026



One Arun:
	[bookmark: _Hlk141282822]Every role at Arun contributes towards our Vision – A better future, and every employee strives to embrace and champion our Values:
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Overall job purpose:
	· Arun Wellbeing has been commissioned to provide support to change lifestyle choices by providing advice and information, signposting and onward referral for people who live and/or work in the Arun District with a particular focus on those services that support behaviour change in people with increased risk of developing cardiovascular disease, diabetes type 2, strokes and preventable cancers. 
· This post will be responsible for providing general administrative and clerical support to the wider Wellbeing team, including processing, safe storage and uploading/disposal of data collection. The post will also be a first point of contact for information about wellbeing activities within the Arun District, they will refer or signpost callers to appropriate services. 
· The post holder will work closely with the other members of the Arun Wellbeing Team to provide administrative support for a range of services and activities which support health improvement.  



Key areas of focus:
	[bookmark: _Hlk146096760]1.
	First point of contact for enquiries from public and health professionals regarding programmes and activities in the Arun District supporting prevention of cardiovascular disease and promoting wellbeing.  Triaging queries to Wellbeing services, or onward signposting where appropriate.


	2.
	To provide general administrative, clerical and telephone support within the Arun Wellbeing team.

	3.
	To communicate with customers via telephone, email and post for course reminders and dealing with general service enquiries. Support with evaluation of the service by telephoning/emailing clients to gather feedback on the service

	4.
	To be responsible for processing and maintenance of customer records on the Arun Wellbeing systems, on behalf of Wellbeing Advisers and specific service leads, including scanning documents, data inputting, indexing and filing to both electronic and manual files.

	5.
	To be responsible for archiving and data cleansing of both electronic and manual files.

	6.
	To process the payment of invoices using the Council’s IT systems.

	7.
	To assist with the implementation of new policies, procedures and legislation as required

	8.
	To attend appropriately designated training courses as directed by the group head of Community wellbeing.

	9.
	To be aware of and comply with current legislation concerning Equal Opportunities, Health & Safety at Work, Data Protection, Freedom of Information and Safeguarding Children and Vulnerable Adults.  To be aware of, and comply with, Arun District Council’s policies and procedures as set out in the Constitution, Standing Orders and the Code of Conduct for Council Officers.  To maintain confidentiality in dealings with members of the public.

	10.
	Any other duties that are appropriate with this post.



Additional information (not contractual)
	1.
	Responsible for 0 staff – staff management Not applicable to this role.

	2.
	Responsible for budgets – Not applicable to this role.

	3.
	Service delivery; 

The postholder is expected to contribute to the improvement of service delivery standards.




Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	Qualification in English and maths
	
	X

	Experience

	Experience in supporting members of the public, both by telephone and face-to-face, in a customer service environment. 
	X
	

	Experience in administrative work involving maintaining and managing records using computer systems
	X
	

	Experience working with databases
	
	X

	Experience of working in a health environment
	
	X

	Experience of reception/administrative work
	
	X

	Knowledge

	Knowledge of current and local health issues 

	
	X

	Knowledge of local authority organisation and processes
	
	X

	Knowledge of Microsoft suite including Outlook, Excel and Word. 
	X
	

	Behaviours

	Adaptability – Responds to challenges and change with an open mind, shifting priorities and re-focusing 
	X
	

	Active listening – Gives the speaker their full attention, genuinely listening, and tries to see things from their perspective. 
	X
	

	Empathy – Is understanding and considerate to the unique feelings, needs and rights of others, trying to see things from their perspective, without judgement. 
	X
	

	Competencies

	Collaborative working – Working together to achieve a shared goal. Builds effective relationships with internal and external customers. 
	X
	

	Communication (written/oral) – Able to communicate clearly, appropriately and respectfully with colleagues and customers. 
	X
	

	Customer focus – Takes pride in and is committed to delivering high quality service. Identifies and clarifies individual needs. 
	X
	

	Emotional intelligence – works to develop self awareness, empathy, and an understanding of stress management and others emotions, to help build rapport, support, collaboration and diffuse difficult situations. 
	X
	

	Organisation skills – Plans and prioritises own work with reference to their line manager. Makes the best use of their own time and meets deadlines. 
	X
	

	Working with stakeholders – Displays Arun’s values and behaviours when interacting with internal and external stakeholders. 
	X
	

	Other 

	
	Yes
	No

	Does this role require a Enhanced DBS check?
	X 
	

	Will the post holder be required to take card payments via MOTO. (If yes – needs basic DBS).
	
	X

	Is this a Politically restricted post?
	
	X

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	
	X

	Does this role require a driver’s licence and access to a vehicle?
	
	X

	Does this role attract an essential car user allowance?
	
	X

	Does this role attract a market supplement?
	
	X

	Does this role require a uniform?
	
	X
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