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Business Support Officer (Ref: 001327)

	Reports to
	Business Support Team Leader

	Responsible for Directly
	None

None

	Total staff managed
	

	Working environment
	Office based/home working.



Purpose of role
· To provide a high level of business support to the Environmental Services Team.
· Be the first point of contact for our service users which will involve providing key advice on 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.
Key result areas:

Operational responsibilities
· To respond efficiently and effectively to enquiries and complaints from service users face to face, by telephone and email, ensuring all information is accurately recording or updating records on the IT system. Providing technical advice appropriately. Also, to act as the point of reference for other service areas in relation to Environmental Services enquiries.

· To monitor and manage a range of email mailboxes and action appropriately in accordance with Departmental procedures.

· To act as system administrators for the Environmental Services IT system. to include, system coding, new user setup and training, updating standard documents and testing for system upgrades.

· To provide continued support and equip Officers with the appropriate materials to carry out their day to day functions effectively.
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· To liaise with other Departments and outside bodies as necessary in support of the operational functions of 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 Department and monitor payments received. Processing of invoices, payments and the administration of claim forms assigning costs to relevant budgets.

· To arrange large mail merge printing of letters, the ordering of stickers, leaflets, signage and other documents both internally and externally. Also, to maintain stationery levels within the Department and order/replenish as necessary

· To transcribe formal PACE audio interviews as required, for all service areas.

· Administration of Food Hygiene Courses for Level 2 and Refresher training.

· To book training courses, hotels and train tickets.

· To take formal minutes at meetings as and when required.

· To be a trained web author, responsible for ensuring all information relating to Environmental
Services is up to date on the Council’s Website.

· To administer the lone worker system for Environmental Services and the warning maker system for the Council.

· 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.

· To undertake any other duties 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.


[image: ]Person specification




	Business Support Officer

	Experience/ Knowledge
	Sound knowledge of Council Services, legislation, government initiative and best practice around Environmental Services.

Administrative experience in a busy office setting. Ability to organise and prioritise workload.
Good knowledge of a wide range of IT equipment and applications.

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.

Researching and interpreting issues with good attention to detail.

	

	Qualifications
	Good general standard of education.

Ideally a business administration qualification or relevant experience in a similar role.

	




	Competencies / Skills
	Good communication skills, both verbally and written and be able to deal with members of the public in a sensitive and tactful manner.

Strong team focus.

Able to suggest and develop improved ways of working to respond to demand from service users.

Excellent interpersonal skills along with the ability to work with members and colleagues at all levels in a consistent, courteous and sensitive way.

Ability to demonstrate a commitment to customer care and motivating others to do the same.

	

	Personal Qualities and Attributes
	Self-awareness

Openness and honesty and integrity Personal resilience
Fairness and consistency

Ability to challenge self and colleagues constructively and sensitively
Flexibility and enthusiasm to adapt and develop new ideas and initiatives with a willingness to learn and adopt to change, working with minimum supervision.

	Behaviours
	Effective communication Working together
Taking personal responsibility Putting Great Yarmouth first Respecting others
People focused Embracing change

	

	Personal Circumstances
	Primarily office and home based.

The job will involve some evening and occasional weekend working.
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