The Highland Council

Job Description

	Service:
	Health & Social Care
	Section:
	Health & Social Care Business Support

	Job Title:
	Administrative Assistant 2 (35 hrs) 

	Grade and Salary:
	HC05 £29,666.00 - £32,468.80

	Location:
	Base negotiable

	Responsible to:
	Business Support Officers

	Job Purpose:


	· To provide administrative support to the Area Social Care Management team and to assist with the administration of Health & Social Care related services.


	Key Duties and Responsibilities:
	· To provide a range of business support services for Children Service Managers, Residential Managers and Family Team Practice Leads.
· To provide advice, guidance and support to Health and Social Care colleagues with regards to Highland Council Policy and Procedures.
· To provide support including general information management, including statistical analysis information, production of reports and records liaison to corporate standards and templates. 

· The post holder may be required to supervise Business Support staff in conjunction with the appropriate managers. Providing in house training/coaching advice and guidance as and when required.

· The post holder will be responsible for the organisation and minute taking of meetings.
· The post holder will assist with administration of the Named Person Service Mailbox (Child Concern Forms), Child Protection Admin mailbox including directing missing person notifications and NSPCC concern forms as appropriate.

· The post holder will be responsible for managing a Purchase Card, processing a high volume of invoices from various budgets including managing petty cash.

· To work within the policies and procedures of the service.
· To act as an area super-user for IT systems



	Other Duties:
	· The post holder may be required to undertake any other duties appropriate to the level of the post.

· Duties and responsibilities will vary from time to time.



	Health & Safety:
	Health & Safety is an integral part of any role within the Highland Council.  As such we would expect that all employees:

· Be familiar with Violent Incident and Accident reporting procedures and comply with them.
· Undertake a continual program of Risk Assessment in relation to their role within Highland Council.
· Have an understanding of the importance of Health and Safety in the workplace and familiarise themselves with the Highland Council’s Health & Safety Procedures.
· 

	Date:
	13/07/2026



The Highland Council

Person Specification

	Service:
	Health and Social Care

	Job Title:
	Administrative Assistant 2

	Location:
	To be negotiated

	Date:
	13/07/2026


	
	Essential Competencies


	1.
	An HNC level qualification in a numerate or business discipline or equivalent demonstrable experience in a local government or personnel administrative environment.



	2.
	Experienced office administrator with the ability to manage own workload under pressure.



	3.
	Sound working knowledge of computer systems, particularly the Microsoft Office suite of programmes (Excel, Access, Teams, Word and Outlook).



	4.
	Strong interpersonal skills and the ability to communicate with staff at all levels.



	5.
	Financial awareness, numeracy skills and accuracy.



	6.
	Able to accept responsibility.



	7.
	Appreciation of the need for, and the ability to maintain, total confidentiality.



	8.
	Able to prioritise workload, work under pressure and to strict deadlines.



	9.
	Flexibility.



	10.
	Good team worker.




The Highland Council’s person specifications detail only the essential competencies required to carry out the duties of the post. Where more than one candidate meets all the essential competencies preference will be given to the candidate who best meets the weighted competencies. A tick beside the competency indicates that it is weighted in this way.
