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Job Description
	For HRU use only
	Ref: 3594


	Directorate
	Health, Education, Care & Safeguarding

	Section/Location
	CYPL – Employment & Skills

	Post Title
	Business Support Assistant 

	Permanent/Temp
	Permanent

	Grade
	5 SCP 17-20 

	Responsible to
	Business Support Coordinator

	Responsible for
	Assisting with a range of tasks relating to the functions of the Employment and Skills Team and the delivery of services to partners, clients and customers.

	Job Purpose

	To provide general administrative support to the Employment and Skills Team and its associated operations and programmes. This will include inputting to a number of management information systems and maintaining a range of records – pupil/client/learner/customer/partner; financial; personnel - and undertake monitoring of those records as directed.  

To provide day to day support at an Employment and Skills Team delivery point that will include reception, clerical and administrative support including, answering telephones, taking messages and responding to enquiries, data input, filing, photocopying, and receiving and dispatching post.

To assist in the organisation and provision of clerical and administrative support.
To provide technical level support to a range of other functional managers within the Employment and Skills Team. 
To track and monitor the movements of clients/learners and to support tutors/advisers with the task of promoting all options for work, training and learning and placing clients of the service into available opportunities.

	Job Content

	The post holder will be responsible for:
· Providing general reception, clerical and administrative support, including maintaining records, organising meetings, making room and travel bookings, responding to and answering enquiries (including letters), maintaining office systems, maintaining diaries.

· Ensuring that office equipment, stationery and other office consumables (including basic maintenance of equipment) are ordered in accordance with purchasing procedures.

· Collecting, recording, compiling, manipulating and presenting manual and computerised data in a number of formats.

· Taking messages, answering enquiries and providing information (including from/to members of the public) and reception duties.

· Undertaking typing, word processing and other IT based tasks
Specialist Tasks

The following list highlights some of the specialist duties that are associated with a post operating at this level in the Employment and Skills Team. This is not a comprehensive list, but indicates the range of tasks you will be expected to carry out:
· Overall transactions for the service amount to some £700,000 plus annually (non-salary related). The Business Support Assistant will have a direct role in the procurement, receipt, monitoring and management of all of those transactions and undertake regular audits and provide reports to managers. 

· In particular, the post holder will be responsible for the receipt and processing of course fees from learners to the annual value of £100,000+. This will involve taking money from customers in a number of ways – cash, debit / credit card, cheque etc.

· The post holder will be required to make payments to customers on behalf of advisers. A Flexible Support fund to the value of £400k annually will be distributed. 

· An annual budget of £38k for procurement of the various resources required to deliver the programmes of learning. The post holder will be required to support with the procurement of items on behalf of Programme managers.
· Service Level Agreements with Partners generate some £200k of income annually. The post holder will be expected to seek the return of the SLA payments from Partners and to document those returns.

· To undertake activities in relation to Centre administration - maintain the room booking system, prepare rooms and tutor teaching resources and manage equipment booking and return. This can include:
· Ensuring a tidy and safe environment for staff, visitors, other users
· Reporting accidents or incidents via the Accident Reporting System

· Supporting staff with any ICT needs.

· Coordinating Exam invigilation and coordinating the booking of online and paper-based tests/assessments.

· Contribute to the continuous professional development of work placement trainees, apprentices and volunteers.

· Identify and assess the information and advice needs of learners and clients. Accurately input and extract client information and data from a variety of records.
· To maintain the effectiveness of the manual and computerised record / information systems, including the analysis, manipulation and production / presentation of reports.

· Undertake word and data processing and complex IT based tasks.

· Accurately input data about clients using the service that will show their contact with the service and support the task of tracking clients. 


	· Have regular contact with employers, education and training providers and other external organisations (e.g. Jobcentre Plus) to ensure clients and advisers have the details of available opportunities. 

· To receive updates from employers, education and training providers on client participation and changes in participation.

· Contribute to the design and production of information products, such as information leaflets, publicity and web sites.

· Attend relevant meetings and take minutes when appropriate.
· Carry out any other relevant duties as may be reasonably be requested.


	Performance standards

	The post-holder will be required to support and adhere to:

· Promoting North Tyneside Council’s values.
· The need to adhere to Council’s Policies and specifically the Equal Opportunities Policy, Health & Safety Policy and the Code of Conduct

· The need to comply with the Freedom of Information Act 2000 in relation to the management of Council records and information

· The need to comply with the Data Protection 1998 and the principles enshrined within it in respect of personal information held by the Council
· Maintaining standards and delivery in line with Ofsted Common Inspection Framework, The Matrix Standard for the provision of Information, Advice and Guidance and the Service Quality Framework



	Working conditions

	The role will be office-based, but will involve travel to meetings and delivery venues, within the Borough of North Tyneside during working hours.

The job-holder will therefore require access to appropriate transport during working hours.






	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	· Good ICT skills

· Accuracy and speed of data entry

· Ability to deal with a wide range of learners/customers in a sensitive, helpful manner which supports their access to learning/training

· Ability to concentrate intensively

· Good communication skills – verbal and written

· Able to work as part of a team

· Well organised


	· Competent user of MIS/database software and systems

· Ability to analyse data


	· Application form

· Interview

· References



	Qualifications and Training
	· A full Level 2 (ie 5 GCSE at A-C, including English and Maths or an NVQ) or equivalent qualification.

Or:

· Qualifications, training or substantial experience related to Education, Employment and Skills.


	· A Level 2 or Level 3 qualification in computing, such as ECDL or CLAiT.
Or:

· Qualifications, training or experience related to Public Service delivery.
	· Certificates



	Experience
	· Of work in an office environment

· Of using MS Office (Excel, Access and Word)

· Of working with the public – dealing with enquiries.

· Experience of working to set standards and accuracy


	· Experience of administration in an educational setting, or of administering exams, or using an educational Management Information System (MIS)


	· Application form

· Interview

· References

	Special Requirements
	· Reliable and discrete

· Attention to detail

· Ability to carry out manual handling duties, eg moving furniture, etc

· Ability to work flexible hours
· Flexible and responsive to change.
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