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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION

JIN4547
	Job Title:

	Combating Drugs Partnership Administrator 

	Reports to:

	Combating Drugs Partnership Strategy Manager

	Department:
	Health and Adult Social Care

	Section:

	Public Health


Purpose of the Job

To provide support and administration services to the Brighton & Hove Combatting Drugs Partnership, specifically in the development, delivery, monitoring and evaluation of the combined elements of the local partnership drug and alcohol strategy and grant funded activity.     
Principal Accountabilities

1. Manage the administration of the Combatting Drugs Partnership and the local action plans for the delivery of the national drugs strategy.

2. Facilitate professional and multi–agency meetings, providing full administration to the Combatting Drugs Partnership to ensure effective communication, agenda setting, documentation, recording and signing off minutes and maintaining and presenting accurate action logs and plans.
3. Work with the council’s communications teams, coordinate the development of online media and communications plans to ensure up to date, relevant information is easily accessible to promote the work of the partnership and provide residents with information materials and details of local services. 
4. Co-ordinate  a range of public health projects related to the partnership
5. Manage relevant budgets for the partnership following appropriate procedures and raising payments and invoices as requested.
6. Uphold and carry out the duties of the post with due regard to the City Council’s equality and inclusion policy.
General Accountabilities

To ensure all operations in their areas of responsibility are conducted according to the provisions of the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999 and all relevant legislation and council policy.

In particular: as set out in Section 4 of the Council’s Health and Safety Policy, and within their area of responsibility:

· To maintain awareness of current Health & Safety legislation and ensure that all employees understand and comply with Health and Safety Policy; that they are informed, trained and supervised to safeguard their own and others welfare and safety.
· To carry out risk assessments and ensure implementation of and adherence to safe systems of working practice.
· To report and investigate accidents or incidents promptly, implementing recommended action for improvements to safe working practice.
· To ensure that safe premises, equipment and working environments are maintained.
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.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Combatting Drugs Partnership Administrator

	Reports to:

	Combatting Drugs Partnership Strategy Manager

	Department:
	Health and Adult Social Care

	Section:

	Public Health

	
	


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Educated to NVQ Level 2 or equivalent, or equivalent relevant experience.
· A good understanding of local government and multi-agency working.
· Excellent literacy and numeracy.
· Excellent IT skills and working knowledge of all Microsoft Office Programmes, in particular Excel.



	Experience
	· Substantial experience of working within public health, local government or NGO in a project management or senior admin role.
· Extensive minute taking at large, multi-agency meetings.
· Experience of monitoring and reviewing budgetary requirements.


	Skills and Abilities
	· Excellent communication skills both written and verbal.
· Project management skills. 
· Ability to resolve conflicts and problem-solving.
· Ability to work positively as part of a team.
· Ability to use IT including Microsoft Word and various software packages.
· Ability to work under pressure during periods of change.


	Equalities
	· Good understanding and application of equalities, practices and procedures.
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