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Job Profile
		
Business Services Administrator
Tier 2


	About the Role

	Job Title
	Business Services Administrator – Tier 2
	Pay Grade
	G7

	Job Family
	Information Services
	Location
	Various across the City

	Cluster
	Digital & Technology

	Service
	Business Services

	
The purpose of this role is to deliver a high-quality business support and administration service to a range of Council service areas. The postholder will work as part of a wider pool of administrative colleagues within Business Services to meet the administrative demands of the organisation.



	

	Key Outcomes and Responsibilities 

	The postholder will deliver the following outcomes: 
	Responsibilities include:

	A high-quality business support service to the Council
	· Provide general administrative support and ensure that agreed processing times and quality targets are met
· Provide specific administrative support to a range of Council service areas including data input (both financial and non-financial data), processing applications and supporting both internal and external administrative processes 
· Examples of the specific service areas supported by the role are:
- Payroll
- HR Service Centre
- Operations & Protective Services
- Recruitment
- Building Services
· Proactively raise issues and collaborate across the team to devise improvements and refinements to the service
· Support the Team Leaders to manage demand, escalate any risks and provide metrics, e.g. performance levels, volume of workload 
· Maintain good communication with customers to fully understand their requirements
· Actively support other Business Services Administrators by working flexibly across the team to achieve the delivery of a high-quality Business Services function


	Role Requirements  

	This section includes what the postholder needs to carry out the role or, for recruitment purposes, enables applicants to decide whether they meet these requirements.

	Minimum Qualification(s) / Certificates 


	 None

	Minimum Membership / Professional Registrations
	None

	As a minimum, demonstrate skills and experience in
	· Office administration
· Working with others co-operatively and flexibly to achieve better services and customer-focused outcomes
· Use of IT/ digital applications/ systems
· Organising and prioritising own workload 

	As a minimum, demonstrate an understanding of

	Relevant policy and legislation
	Demonstrate commitment to
	· The principles and aims of Aberdeen City Council
· Completing all mandatory training within 6 months of starting employment
· Completing any other statutory and/or essential training required for the role
· Participating in the annual review of performance and development process


	Additional requirements


	Driving 
	Not applicable to this post


	
	Politically Restricted
	Not applicable to this post


	
	Disclosure Scotland /PVG Scheme
	Not applicable to this post

	
	Health Surveillance
	Not applicable to this post

	
	Job Role Workstyle
	Hybrid Worker - working days can be split between employer location and a remote location which may be the home, in line with service needs and as agreed with management

	
	Working Conditions & Flexibility
	When required, the ability to travel to locations around the city to meet the requirements of the role.



	[bookmark: _Hlk15307435]Our Guiding Principles

	These have been created by us – the people of Aberdeen City Council – and for us, to guide the way we work, the way we behave with each other and make sure we all have the same understanding of what is means to work here: 

	Purpose 
	We care about our purpose, our people and our city

	Pride
	We take pride in what we do and work to make things better

	Team
	One team, one Council, one city

	Trust
	We trust each other and take responsibility

	Value
	We value each other and recognise a job well done


	Job Profile Version Date

	November 2026
	Job Evaluation Number

	7846






Business Services Team Leader


Business Services Administrator – Tier 2
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This job profile provides indicative information about outcomes, tasks and activities that may be undertaken as part of this role.  It is not intended to be an exhaustive list due to the need for agility and flexibility in our workforce and to be responsive to change and meet business needs.
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