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	For HRU use only
	Ref: 4338



	Directorate
	Health, Education, Care and Safeguarding

	Section/Location
	Management Support Team

	Post Title
	Management Support Officer

	Permanent/Temp
	Permanent

	Grade
	6 

	Responsible to
	Team Co-ordinator

	Responsible for
	

	Job Purpose

	This post is part of a team providing business support to Assistant Directors and Senior Managers within Health, Education, Care and Safeguarding. The service provides social care assessment and support services to people in North Tyneside.
We require an enthusiastic and motivated person who will contribute to the development of effective and efficient business support to the Senior Management Team.
You must have relevant business support experience and be able to provide a full range of secretarial support with excellent minute taking skills. You will need to be able to organise and prioritise your own workload to ensure timescales are met demonstrating an ability to use your own initiative. You will be expected to maintain the diaries of 5 – 6 senior managers ensuring that meetings are appropriately organised and prepared for. You will also be expected to produce and prepare key documents, such as briefing notes, reports and presentations, in various formats including PowerPoint and ensure visitors to the service are received appropriately. You will also be able to provide high level administration support to include proof reading formatting documents in line with corporate requirements and to carry out mail merging as and when required. 

Effective written and oral communication skills demonstrating a high standard of accuracy are essential. NVQ level 3 in Administration is essential as proficiency in the use of MS Office including Word, Excel, Outlook and PowerPoint.

You will receive ongoing support including induction, training, regular supervision.


	Job Content

	As part of a team of Management Support Officers, to provide a comprehensive range of support services to the Senior Managers and other support staff within the Health, Education, Care and Safeguarding.

· To ensure the health, safety and welfare of employees and the public by complying with the appropriate health and safety policies

· To comply with the council’s policies and procedures

· Undertake relevant training to the job

· Processing of invoices and other financial duties including the setting up and monitoring of purchase cards and council Waivers etc.  

· To provide full secretarial and administrative support to members of the Senior Management Team, including diary maintenance, organising post and meetings, message taking and administering corporate complaints to ensure the effective dissemination and the co-ordination of responses within the prescribed time scales.

· Facilitation of meetings including minute taking.

· Provide administrative support to other staff within HECS.
· Preparation of complex and confidential correspondence, reports, briefing notes, presentations and other documentation as required.

· Dissemination of government circulars, consultations and briefings to senior managers as appropriate through the effective use of the Internet and making best use of IT.

· Arrange and service meetings as appropriate including corrective and disciplinary interviews.

· Provide assistance with the monitoring of strategic plans, including chasing action points.

· Provide a positive interface for the Senior Managers and HECS by effectively networking with external and partner agencies.

· Assist Senior Managers through researching information as requested

· Assist with arranging events.

· Maintain databases of information as necessary to provide qualitative monitoring and checking that appropriate actions have been taken.

· To provide admin support for appropriate partnership and integration boards and operational panels. These include Integration and Multi Agency Partnerships boards.
· This will involve managing the agenda and ensuring actions have been completed

· To have responsibility for various operational activities.
· To provide minutes for HR processes, including disciplinary procedures and fact findings

Any other duties as required ensuring the provision of quality administrative services.


	Performance standards

	The ability to work as part of a team and at an individual level to ensure the provision of high quality and responsive administrative services.



	Working conditions

	37 hours per week – flexible to needs of service
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	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Good administrative skills

· Minute taking

· Use of MS, Word, Access, Excel and Power Point.

Information gathering and dissemination skills, including use of the Internet.

Excellent communication skills both written and verbal.

Good interpersonal skills.

Excellent time management and organisational skills.

Ability to deal confidently with staff from all levels of HECS and outside with partner agencies.

Ability to accurately format complex documents

Ability to prioritise work

	Audio Typing
	Application form/ Interview

	Qualifications and Training
	RSA 2/3 Typing/Word Processing.

NVQ level 3 Administration 

Use of MS Office 2007 packages including Word, Excel, Access and Power Point 

Use of MS Outlook


	Knowledge of Databases

HNC in Business and Finance


	Application form/Interview

	Experience
	Experience of working in a busy office environment.  The ability to work as part of a team and also on own initiative.


	Experience of customer services


	Application form/interview

	Special Requirements
	Committed, determined and energetic, with the ability to cope with the demands placed by the role.

Self motivated with an organised and structured approach.
Ability to cope with a changing environment
	
	Interview
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