BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION 
	Job Title:

	Equality, Diversity, and Inclusion Administrator


	Reports to:

	Equality, Diversity, and Inclusion Manager


	Department:
	Housing, Neighbourhoods and Communities


	Section:

	Communities, Equality and Third Sector



Purpose of the Job

To provide high quality, efficient administrative support to the Equality, Diversity and Inclusion (EDI) Team. 
Principal Accountabilities

1. To provide administration for the EDI Team including – not exclusively -  preparing meeting agendas, taking minutes, maintaining and updating action logs, following up action on behalf of the team and circulating relevant paperwork. 
2. To maintain and update the equality contacts database and mailing list and relavent EDI work groups/forums run by the EDI team.
3. To act as point of contact for equalities enquiries from public, councillors, other agencies, and council services; and manage the equalities inbox either responding to basic enquiries or allocating more complex ones to relevant officers.
4. To maintain and update the Equality Impact Assessment register

5. To undertake general office administrative tasks including filing, photocopying, word-processing, and to help arrange meetings including identifying dates, booking rooms, organising equipment, circulating invitations, and meeting any access needs of attendees

6. To undertake small desk top research that supports the EDI team’s objectives


7. To assist and participate in training and job development programmes of the service.

General Accountabilities
To co-operate in the implementation of the council Health and Safety policy

In particular: as set out in section 4.5 of the Health & Safety Policy:

· To take due care of their own health and safety and that of others, who may be affected by their acts and mistakes at work

· To use equipment according to instructions

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems

· To report any unsafe act, or condition, any accident or incident according to Health and Safety Policy

To uphold and carry out the duties of the post with due regard to the City Council’s Equalities and Equality in Employment Policies.

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:

	Equality, Diversity, and Inclusion Administrator


	Reports to:

	Equality, Diversity and Inclusion Manager 


	Department:
	Communities, Equality and Third Sector 


	Section:

	Neighbourhoods, Communities and Housing 



Essential Criteria

	Job Related Education, Qualifications and Knowledge
	Educated to NQF level 3 or equivalent work (paid/unpaid) experience

Basic knowledge of the demographics of the city and inequality exerienced by some of the city’s communities



	Experience
	Good experience of office based administrative procedures and practices.

Good experience of organising meetings, preparing agendas and taking minutes at meetings.

Good experience of dealing with customers’ enquiries and complaints on the telephone, online and face to face.

Working with minimal supervision, in fast paced environment on work that requires attention to detail


	Skills and Abilities
	Excellent communication, interpersonal and customer care skills, having a positive and creative approach to resolving problems.

Good research skills and able to use different methods, write reports and other correspondence and keep records up to date.

Ability to be flexible, adaptable and responsive to the varied needs of the role.

Good ICT skills and the ability to use a range of software applications including Microsoft Office and databases. 
Demonstrable ability to think creatively and take initiative to problem solve


	Equalities
	A good understanding of the council’s equality and inclusion policy with the ability to promote it as part of a customer focused service.


	Other Requirements
	To be willing and able to work at any service or office location, including working from home.

Commitment to acquiring awareness and knowledge of the Health and Safety policy and practice as it applies to your area of work.




