MORAY COUNCIL
JOB DESCRIPTION

	(1) JOB IDENTITY

	POST TITLE:  
	Business Support Assistant
	DEPARTMENT:  
	Education and Education Resources & Communities

	
	
	
	

	SECTION:
	Business Support Team
	LOCATION :   
	Moray

	
	
	
	

	REPORT TO:  
	Business Support
Team Leader
	POST NO:
	MOR10827



	(2) JOB PURPOSE AND WAY OF WORKING

	To provide efficient and effective clerical support for the Education and Education Resources & Communities services.



	(3)  MAJOR  TASKS

	3.1
	Provide clerical support for the Education and Education Resources & Communities services.

	3.2
	Undertake tasks and processes to support the work of the Education and Education Resources & Communities services.

	3.3
	Provide confidential clerical support for the Education and Education Resources & Communities services.

	3.4
	Participate in the Council's employee review and development programme.


 
	(4)  REPORTING RELATIONSHIPS     This job is indicated by *

	

	Business Support Development Manager

	
	

	Business Support Team Leader

	
	

	Business Support Assistant *

	



SIGNATURES AND ADMINISTRATION ONLY
	Author’s Signature:


	Validator's Signature:
	Date:

	Postholder’s name:


	Signature:
	Date:

	Supervisor’s Name:


	Signature:
	Date:






	



(5)  DUTIES TYPICALLY INCLUDE

	
	

	5.1
	Provide clerical support for the Education and Education Resources & Communities services.

	
	

	5.1.1
	Answer telephone calls/emails/access point/reception queries, dealing with routine enquiries where appropriate, forwarding messages to the appropriate contact person when necessary and participating in rotas.

	5.1.2
	Respond to general enquiries from internal and external agencies, providing information, advice and assistance.

	5.1.3
	Research and compile information, as required.

	5.1.4
	Photocopy or scan documents and materials, liaising with The Copy Shop where appropriate.

	5.1.5
	Collate and produce information for performance indicators or statistical purposes.

	5.1.6
	Arrange meetings/interview venues, ensure any equipment and facilities required are available, make travel/car hire arrangements, and book accommodation as required.

	5.1.7
	Arrange and attend meetings, take minutes, prepare drafts, and circulate final copies.

	
	

	5.2
	Undertake tasks and processes to support the work of the Education and Education Resources & Communities services.

	
	

	5.2.1
	As and when required, provide cover for other administrative and clerical staff in the event of holiday/sickness absence.

	5.2.2
	As and when required, demonstrate duties, or provide advice and guidance to new employees, trainees, students or others.

	5.2.3
	Participate in the evaluation and development of administrative processes, procedures and systems; attending team meetings, and training & development activities as appropriate.

	5.2.4
	Prioritise workload according to timescales set.

	5.2.5
	Utilise a variety of software packages according to the requirements of a particular task.

	5.2.6
	Enter and update information within manual and electronic records.

	5.2.7
	Preparation/typing a variety of documents including routine correspondence in the form of standard letters, memos, reports, and confidential documents, as well as other materials involving creative layout, e.g. presentations, newsletters, booklets and leaflets.

	5.2.8
	Maintain comprehensive filing systems, archiving as and when appropriate in accordance with Moray Council’s Records Retention Schedule.

	5.2.9
	Process incoming mail and outgoing mail.

	
	

	5.3
	Provide confidential clerical support for the Education and Education Resources & Communities services.

	
	

	5.3.1
	Raise purchase orders using Council procurement systems and process for payment.

	5.3.2
	Process and record EMA applications; collate and enter EMA attendance information; generate the file for BACS payments; and submit data to the Payments Section by the required deadline.

	5.3.3
	Process Young Scot National Entitlement Card applications.

	5.3.4
	Process ID badge requests and produce ID badges.

	5.3.5
	Process and record Police Concern Reports by the due deadline.

	5.3.6
	Process and record DVLA forms and prepare annual reminders.

	5.3.7
	Process and record Free School Meal & Clothing Grant awards in SEEMiS within required deadlines.

	5.3.8
	Process and record Looked After Children in SEEMiS.

	5.3.9
	Maintain records and create invoices for library lets. 

	5.3.10
	Process Active Schools sessions onto Jotform, create registers and provide general administration.

	5.3.11
	Attend sports development meetings to take and produce minute of meeting.

	5.3.12
	NQT training administration.

	5.3.13
	Source and/or update information in various internal and external software systems or databases within required deadlines (for example, SEEMiS, Police Concern Reports, sport & leisure activity programmes, etc).

	
	

	
	




	5.4
	Participate in the Council's employee review and development programme.

	
	

	5.4.1
	Suggest ways to raise standards of performance and efficiency and be aware of personal training requirements.

	

	The above is intended to provide a clear but concise statement of the MAJOR TASKS and ACTIVITIES that will normally be expected of this post.  It is not an exhaustive list of all its detailed duties and the post holder will be required to undertake other duties that are within the scope of this post.

The post may develop with changing working methods and the need to address Service priorities, therefore the duties detailed will be subject to reasonable change.




2023-02-Business-Support-Assistant (Education)			
MORAY COUNCIL
PERSON SPECIFICATION

POST:  					Business Support Assistant
DEPARTMENT: 				Education and Education Resources & Communities
DATE SPECIFICATION COMPLETED:	22 February 2023
PREPARED BY:				Business Support Administration Manager

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal candidate

	(1) Experience


	· Experience in clerical work including figure work, data entry, word processing, record keeping and filing
· Experience of working in a busy office environment using relevant technology and equipment e.g. photocopier, email, Intra/Internet
	· Previous experience in Local Government and/or a Social Work team and/or an educational establishment or equivalent setting
· Experience of working within an environment that provides services to children

	(2) Education & qualifications *
	· 4 SQA National 5 grades or equivalent at level 3 or above including English and Maths/Arithmetic *
· Recognised qualification for word processing, e.g. ICDL or equivalent *
· Recognised qualification for spreadsheets, e.g. ICDL or equivalent *
	· Knowledge of shorthand

	(3) Skills/abilities (general)
	· High level of accuracy in work
· Ability to prioritise own workload
· Ability to use initiative in day to day tasks
· Ability to participate as a team member
· Effective written and oral communication skills
· Ability to deliver a high level of customer care
· Effective organisational and time management skills
· Self confident and self motivated
· You may need to travel efficiently and effectively between various work locations within Moray to meet the operational requirements of the Service.  Due to the rural nature of Moray this is normally undertaken by use of a car*
	

	(4) Skills/abilities (specific to post)
	· Appreciation and acceptance of, and commitment to the importance of confidentiality
· Experience of operating software applications including Word, Excel and PowerPoint
· Ability to demonstrate good literacy and numeracy skills
· Ability to identify and suggest improvements
· Flexible and adaptable
	· Knowledge of Moray Council policy and procedures
· Knowledge of SEEMiS

	(5) Inter-personal and social skills
	· Understanding of and ability to demonstrate key inter-personal skills on the telephone, by email and face to face
· Willingness to accept direction/delegation
· Ability to develop effective working relationships
	




	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal candidate

	(6) Working environment & physical demands
	· Ability to work in an open plan/shared office
· Flexibility to meet the needs and demands of the service
· Ability to work in different offices depending on the needs of the service
· Ability to work under pressure whilst meeting deadlines
· Capacity to deal with some emotionally difficult and sensitive situations
	



* Candidates will be required to show these documents if invited to interview

Satisfactory Disclosure Scotland check required?					YES/NO
Membership of Protecting Vulnerable Groups Scheme (Working with Children)		YES/NO
Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults)	YES/NO
Satisfactory pre-employment medical screening required?				YES/NO
