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JOB DESCRIPTION

	Job title
	Business Support Officer

	Directorate
	Social Services, Health and Housing

	Section
	Children’s Services

	Reporting to
	Business Manager

	Salary and grade
	£24,796 - £25,583 per annum 

	Hours per week
	37 hours

	Contract type
	Temporary

	Location of post
	Port Talbot

	Benefits
	· 25 days holiday entitlement, rising to 32 after 5 years’ service
· 8 bank holidays plus one extra statutory day
· Local Government Pension Scheme
· Cycle to Work Salary Sacrifice Scheme
· Relocation Scheme (subject to conditions)
· Hybrid Working (for some roles)
· Flexible working with Flexi-Time Scheme.
· Health and Well-being Group with a staff lottery and
· Employee Perkz – that offers discounts and promotions to staff. 
· See our ‘Reasons to work for NPT’ document in the attachments

	Date reviewed
	October 2023




	Number of staff directly supervised by post holder
	None

	Main purpose of the post
	
To assist in providing a flexible high quality and efficient business administrative support service to the Social Services, Health and Housing Department. This will on occasion require travelling throughout the County Borough.


	Main duties and responsibilities
	
Organisation
· Assist in the answering of routine telephone and face to face enquiries 
· Liaising with other members of staff and the public.
· Assist in arrangements for visits to and from the place of work.

Administration
· Provide general clerical/admin support including photocopying, filing, e-mailing, complete standard forms/and telephony duties.
· To work in conjunction with frontline workers to maintain the accuracy of information held within the directorate’s data management systems. 
· Respond to routine correspondence.
· Maintain manual and computerised records/management information systems and process information in accordance with defined procedures and standards.
· Produce lists/information/data as required.
· Undertake typing and word processing and other IT based tasks.
· Take notes at meetings.
· Procure goods and services for children and families using various financial payment processes.
· Sort and distribute mail.
· Undertake administrative procedures in support of the aims and objectives of the business unit.
· Maintain and collate reports as required.
· Undertake routine administration of booking and recording systems.
· Assist in the maintenance of manual and computerised records/management information systems and process information in accordance with defined procedures and standard.
· To undertake duties and responsibilities commensurate with the grade.

Resources
· Operate relevant equipment/ICT packages (e.g. word, excel, databases, spreadsheets, internet).
· Maintain stock and supplies, cataloguing and distributing as required.
· Operate uniform/or/other vending and issuing arrangements.
· Provide general advice and guidance to staff, and the public.
· Undertake general financial administration e.g. processing orders.


	Standards of performance
	
Responsibilities
· Be aware of and comply with corporate policies and procedures including those relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and support difference and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the Authority.
· To adopt a flexible, authority wide approach to service provision.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance development as required.


	Additional information
	
This is an outline description of the job as it presently exists. The job description will be examined periodically and updated to ensure that it relates to the job as then being performed or to incorporate any changes that are proposed by the Authority. Any such changes will be subject to consultation with the post holder. It will be the Authority’s aim to reach agreement to reasonable changes. If agreement is not possible, the Authority reserves the right to insist on changes, following consultation. 
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PERSON SPECIFICATION
	Job title
	Business Support Officer

	Directorate
	Social Services, Health and Housing

	Section
	Children’s Services



Introduction
The purpose of this document is to enable you, as a candidate, to consider whether or not you have the attributes, which are required for appointment to this post.  Please note that this document indicates those attributes that are considered to be essential to undertake the duties and responsibilities of this post and those that are merely desirable.  If you do not possess any of the attributes that are desirable, this does not mean that you will not be considered for interview or subsequent appointment.

	ATTRIBUTES
	ESSENTIAL/
DESIRABLE
	METHOD OF EVALUATION

	Work experience
	
Experience of working with people of all ages

Administrative / officer experience
	
Desirable


Desirable
	
Application Form / Interview

Application Form / Interview

	Knowledge
	
Knowledge of and be able to use Microsoft Word

Knowledge of and be able to use Microsoft Excel

Basic understanding of corporate policies and procedures. 

	
Essential 


Desirable


Desirable
	
Application Form / Interview

Application Form / Interview

Application Form / Interview


	Education and training
	
You must possess 4 GCSE's at grade C or above (or equivalent qualification)

And either have a
NVQ 2 in Business and Administration or equivalent qualification

OR

Be willing to work towards the NVQ qualification 

	Essential



	Application Form and certificates will need to be provided

	General skills/abilities
	Demonstrate that you can present an appropriate image on the part of the Council, and be able to listen and communicate effectively. 

Be able to deal with a wide range of people.

Read, check, sort, record and prioritise as necessary. 

Plan, organise, read, write, and be numerically adept and able to communicate effectively, sometimes via the medium of technology.

Work effectively as part of a team. 


Listen to contacts, questioning them when if necessary to ascertain the purpose of an enquiry, and summarising the enquiry for any person to whom it is intended. 

Negotiate at an informal level. 


Make basic decisions where matters are governed by clearly defined rules and procedures. 

Occasionally use creative skills to resolve routine problems. 

Exchange information and provide routine explanations and advice to others. 

Be tactful and diplomatic in sensitive situations. 

Ability to learn how to operate standard office equipment. 

Manage ones time effectively and work to deadlines. 

	Essential




Essential


Essential


Essential




Essential


Essential





Essential



Essential



Essential


Essential



Essential


Desirable


Desirable

	Application Form/
Interview



Application Form/
Interview

Application Form/
Interview

Application Form/
Interview



Application Form/
Interview

Application Form/
Interview




Application Form/
Interview


Application Form/
Interview


Application Form/
Interview

Application Form/
Interview


Application Form/
Interview

Application Form/
Interview

Application Form/
Interview


	Other requirements
	Ability to drive throughout the County Borough

	Essential
	Application Form/ licence to be provided

	Welsh language
	
Welsh language skills are not required.

	DBS requirement
	
This post is subject to a basic DBS disclosure
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Collaborative
We work with our citizens and our partners because together we can achieve more


Confident
We are optimistic and confident about the future


Caring
We care about you, your life and the future of our county borough


Connected
What matters to you matters to us


Our Values



Collaborative
We work with our citizens and our partners because together we can achieve more


Confident
We are optimistic and confident about the future


Caring
We care about you, your life and the future of our county borough


Connected
What matters to you matters to us


Our Values



Page 1 of 6

image2.png
disability
B confident
EMPLOYER




image1.png
-‘E\_L-N EDD P
S M 4>

Q) 2
o 7.
N K
O =

& <

PORT 1aLBOT ©




