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Business Support Officer

Reports to:			Business Support Unit Team Leader

Responsible for - Directly:	0

Total staff managed:		0

Working environment:	Hybrid

Working hours: 	Part time/full time 

Permanent

Purpose of role:
· To provide a high level of business support to the Planning and Environmental Services teams. 
· Be the first point of contact for our service users which will involve providing key advice on planning and environmental related issues, initiating service requests and signposting customers appropriately. 
· Ensuring that the Council’s statutory regulatory functions are being carried out and all legislative requirements are being complied with. 
Main responsibilities 
· To respond efficiently and effectively to enquiries and complaints from service users face to face, by telephone and email
· Ensuring information is accurately recorded and updated on the IT systems. 
· To act as the point of reference for other service areas in relation to Planning and Environmental Services enquiries providing technical advice appropriately.
· To monitor and manage a range of email mailboxes and action appropriately in accordance with Departmental procedures. 
· To act as system administrators for the IT systems. To include, system configuration, new user setup and training, updating standard documents and testing for system upgrades. 
· Undertaking data processing for applications, case work and associated items (This includes confidential correspondence and reports).
· To provide continued support and equip Officers with the appropriate materials to carry out their day to day functions effectively. 
· To liaise with other Departments and outside bodies as necessary in support of the operational functions of Planning and Environmental Services and on behalf of service users in relation to requests for service. 
· To assist with the preparation and maintenance of documents, including correspondence, statements, licences and certificates, reports, statistical returns and support the Team Leader in the execution of statutory and Council data submission.
· To raise purchase orders and invoices for supplies, equipment and services required by the Departments and monitor payments received. Processing of invoices, payments and the administration of claim forms assigning costs to relevant budgets. Check and update direct debit system as necessary.  
· Undertake searches of other Council or external databases (for example Council tax records). 
· To arrange large mail merge printing of letters, the ordering of stickers, leaflets, signage, notices and other documents both internally and externally. Also, to maintain stationery levels within the Department and order/replenish as necessary 
· To be a trained web author, responsible for ensuring all information relating to Planning and Environmental Services is up to date on the Council’s Website. 
· To log, monitor and collate Freedom of information Requests and Environmental Information Requests, ensuring they are completed and returned within the statutory time period. 
· To maintain a working knowledge of all operational areas covered by the service to ensure a continued high level of customer service. 
· To assist the Business Support Team Leader with the delivery of specific tasks that maybe allocated. 
· Ensuring all confidentiality and data protection requirements, freedom of information requests and health & safety at work are adhered to and maintained. 
· To attend seminars, training sessions and working groups as necessary. 
· Placing consultation advertisements in newspapers etc.
· Production and control of statutory registers.
· Processing all post into and out of the office, raising and distributing reports.
· Minute taking and assistance in arranging and supporting meetings (for example ESAG meetings).  
· Undertaking any other duties consistent with those listed above and appropriate to the title and grade of the post.

The above may change subject to consultation with the post holder.
This job description sets out the duties and responsibilities of the job at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.



Person Specification
1. Experience/ Knowledge 

Essential
Experience of working in a fast-paced office environment
Ability to organise and prioritise workload. 
Sound knowledge of Council Services, legislation, government initiative and best practice around Planning and Environmental Services. 
Experience of providing technical and administrative support to colleagues
Good communication skills, both verbally and written and be able to deal with members of the public in a sensitive and tactful manner face to face on the phone. 
Proven ability to provide balanced advice and guidance on a range of issues in a pressurised environment. 
Use of Microsoft Office software.
Desirable 
Experience of working in a busy Environmental services / Planning / Building Control / Local Land Charges office.
Use of Environmental Services and planning and building control IT packages such as IDOX Cloud.
Experience and detailed knowledge of document management systems

2. Qualifications & Skills

Essential 
2.1 GCSE English and Maths
2.2 Demonstrable ability (either through qualifications or past work experience) to work accurately with numbers.
2.3 Demonstrable ability (either through qualifications or past experience) to effectively communicate information verbally and in writing.
Desirable 
2.4 Business administration qualification. 

3. Personal Qualities and Attributes 

3.1. Proven ability to work on own initiative, prioritise, planning and monitoring progress of workload and meeting deadlines and find improved ways of working. 
3.2. Excellent organisational skills ensuring attention to detail and accuracy.
3.3. Proven ability to establish and maintain effective working and communicative relationships.
3.4. Ability to work flexibly and adapt to changing priorities, including the ability to work collaboratively, promoting involvement, engagement and ownership within the team, with colleagues and stakeholders.
3.5. Excellent written and communication skills and ability to deal with members of the public in a sensitive and tactful manner. 
3.6. Good written and verbal skills
3.7. Thorough, accurate, analytical and good judgement
3.8. Approachable with good listening skills 
3.9. Open and honest
3.10. Ability to work to tight deadlines
3.11. Calm even under pressure
3.12. Enthusiastic about new initiatives and keen to be involved
3.13. Ability to understand and maintain confidentiality 
3.14. Self-motivated and an enabler


The following criteria will be tested at interview stage and does not need to be evidenced in an application form, CV or covering letter

4. Agreed Behaviors Framework 

4.1. Putting Great Yarmouth first
4.2. Effective and open communication
4.3. Respecting others
4.4. Working together
4.5. Embracing change
4.6. Taking personal responsibility

5. Additional requirements

5.1. A flexible approach to working hours and duties to meet the needs of the service.

Created/Revised by:  Sam Hubbard 
Evaluated: TBC 
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