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	Ref: 4058


	Directorate

	Health, Education Care & Safeguarding

	Section/Location

	Fostering Service

	Post Title

	Administration Assistant

	Permanent/Temp

	Permanent

	Grade

	Grade 5

	Responsible to

	Admin Co Ordinator Fostering Service

	Responsible for

	None

	Job Purpose


	To support the team to provide an efficient and effective service by providing a professional and accurate administrative support service.

To contribute to the aim and vision of Children’s Social Care with the ability to form and maintain effective working relationships with all relevant directorate staff.
To develop, organise, and provide efficient administration support to meet the Fostering Service business which includes panel responsibilities, correspondence, invoicing, petty cash and gathering data alongside maintaining accurate information on all key areas of fostering service activity
Provide managers with monthly statistical information to assist in placement planning and service development.

To support other team members to develop and maintain electronic records.

Contribute to improvement and development of office systems.

The post holder will be expected to work flexibly in terms of the function and service area that they support




	Job Content

	To undertake all administration tasks that facilitates the smooth and effective running of the Fostering Service.  
The need to comply with the Freedom of Information Act 2000 in relation to the management of council records and information.

Comply with all council policies

Comply with confidentiality and data protection issues.

To assist with the organisation of venues and arrange meetings as directed by the Team Managers

Such other duties commensurate with the grade of the post



	Performance standards

	The Administration Assistant will be expected to deliver a high-quality service in accordance with Equal Opportunities policy.


	Working conditions

	Office based, however ability to manage own workload and work flexibly in other places and within hours to fit needs of the service. 



	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Ability to work to deadlines and under pressure

Acknowledgement of need for confidentiality and discretion

Ability to work as a member of a team or on own initiative

Excellent communication skills

Ability to minute and produce accurate notes


	Customer services skills 

Time Management

Ability to prioritise work
	Application form

Interview 

Reference



	Qualifications and Training
	Qualification in ICT, word processing or equivalent

Ability to use Excel

Ability to use Word


	NVQ Level 2 in Admin


	Application form 
Interview 

Certificate



	Experience
	Experience of working in a busy administrative environment

Experience of working with service users.

Experience of working as part of a team and to be able to work flexibly within the service.

Experience of managing sensitive and complex information electronically


	Experience of administration tasks that facilitate the smooth and effective running of Statutory fostering Panel or equivalent.

Experience of using LCS. 


	Application Form

References

Interview

	Disposition
	Friendly, welcoming and conscientious

Resilient and able to manage the emotional nature of the information shared within the service area.


	
	Application Form

References

Interview

	Special Requirements
	Willingness to undertake qualification training as required.

Flexible working recognising needs of Service


	
	References

Interview




