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BRIGHTON & HOVE CITY COUNCIL

JIN 4584
JOB DESCRIPTION QUESTIONNAIRE

	Job Title:

	Business Support Officer

	Reports to:

	Transforming Care Manager 

	Department:
	Families, Children and Learning

	Section:

	Transforming care team


Purpose of the Job
Responsible for the provision of a highly effective and valued business support service to the Transforming care keyworker service 

Principal Accountabilities
1. Responsible for ensuring that processes are applied consistently and completed to defined timescales.
2. Contribute to the design and delivery of the team plan for the Business Support function and the setting of goals and objectives linking to the keyworker service business plan.
3. Responsible for implementing agreed quality assurance processes and contributing to service improvement within the business support function.  This includes monitoring and keeping processed under review and contributing to the development of mechanisms and metrics to monitor quality and performance.
4. Provide efficient and effective support to keyworkers and team leader in the designated areas in relation to finance/budget monitoring and finance processes and HR processes.
5. Ensure the provision of services related to organisation and minuting of meetings.
6. Provide a full range of administrative support to the Keyworkers and team leader, including diary management, organising and minuting of complex meetings
7. As a member of the Business Support function team, contribute to the day to day management of the function work flexibly across the whole function as required.
8. Support the Head of Service in their management role, gathering data and information as required.  

9. Provide media and communications support to the Keyworker service producing and distributing materials as required. 

General Accountabilities

To ensure that all operations are conducted in accordance with the Council’s Health & Safety policy and all relevant legislation.

To be prepared to implement the Council’s Equalities Policy at all levels appropriate to the job and carry out his/her duties with due regard to the Council’s Equalitiies Policy at all times.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

PERSON SPECIFICATION

	Job Title:

	Business Support Officer

	Reports to:

	Transforming Care Manager

	Department:
	Families, Children and Learning

	Section:

	Transforming Care keyworker Service


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Educated to a minimum of Level 2 or equivalent experience.
· Good knowledge of services and the related procedural and legislative frameworks.



	Experience
	· Experience of budget/financial monitoring.

· Experience of setting targets and monitoring performance indicators and using these to improve the performance of a team.

· Experience of general office organisation 
· Experience of meeting management and minute taking 

	Skills and Abilities


	· Highly developed communication and interpersonal skills

· Ability to convey detailed information to people at all levels

· Strong ICT skills.

· Highly developed organisational and planning skills.

	Equalities
	· Commitment to the principles of equality and ability to ensure these are embedded and promoted within the service.

	Other Requirements
	· Commitment to acquiring awareness of current Health and Safety legislation as it applies to their area of responsibility and to attending relevant Health & Safety training

· Awareness of the need to identify hazards in their area of responsibility and the ability to assess and manage the associated risks
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