	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Administrative Support Worker
	Job Evaluation         Reference Number:  
	A4443

	Service:


	Social Work
	Grade:


	LGE5

	Department/Section:


	Community Services
	Location:
	Variable

	Line Manager (post):

	Administrative Officer

	Date JDPS was created / last reviewed / amended:
	August 2015

	Version of JDPS: 


	v.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan  
3. Argyll & Bute Council Competency Framework   
4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary:   
To provide high quality clerical and administrative support services to the Area Team in accordance with the policies and procedures of the department in a manner which will ensure that the customers of the Department receive the highest standard of service.  


	Scope / Dimensions:  
Line management / staffing responsibility for N/A 

Budgetary responsibility: N/A


	Job Description:  Main Outcomes required  


	1.
	Service delivery:  
Assist the Administrative officer to ensure that high quality services and best value are delivered to service users by ensuring that all agreed plans are implemented efficiently and effectively.  In particular:

Minute Taking (including Adult and Child Protection, Looked After and Accommodated Children):

Assist the Admin Officer to ensure the Area Team receive sound administrative support in regard to minute taking to allow them to deliver high quality services including:

· Updating the minute schedule

· Sending out invites as required and booking venues

· Collation of reports received

· Acting as minute taker as instructed

· Type and distribute minutes

· Update Carefirst

Follow processes to ensure work is completed within legislative timescales
Supporting operational staff:
Assist the Admin Officer to ensure the Area Team receive sound administrative support to allow them to deliver high quality services, by undertaking the full range of admin duties for the team.  This includes:

· Dealing with mail (incoming and outgoing), initiating and responding directly to correspondence and other contacts as appropriate within a framework provided by the Admin Officer.

· Word processing and audio/copy typing
· Processing financial documents including time sheets, overtime, travel, invoices and cash handling etc

· Arranging meetings, video links and hospitality for the Area Team

· Arranging travel and accommodation for Area Team staff
· Providing admin support to other local Social Work Offices as required
Providing Human Resources with necessary paperwork/information as required
Supporting the team’s reporting and monitoring requirements:

· Maintain internal and external administrative information (including Carefirst), filing and archiving systems and processes efficiently and effectively, and to participate in data collection and input at any time.

Ensure the confidentiality of clients, colleagues and other Departments/Agencies is maintained securely at all times
Office cover / reception:
Delivering a front line service  to colleagues and customers, who may be either internal or external, by dealing directly with queries via telephone, e-mail or face to face in the first instance, exercising appropriate initiative in passing on information or referring callers to appropriate persons where required to ensure they are provided with the best quality response from the department.
Office Management:

· Assist in the management of office stock and ordering processes.  
· Assist with the management of transport, property and equipment / resources including booking pool cars.
Assist in the updating of standby/emergency planning information

Policies and Procedures:

· Ensure compliance with the Department’s health and safety at work procedures and to ensure that safe systems of work are used at all times.
· Ensure compliance with all Council policy and procedures in regard to execution of duties.

To liaise with other departments/external agencies in regard to the execution and maintenance of Area Team processes.


	2. 
	Quality Assurance:  
Support the Administrative Officer to ensure that appropriate quality, performance and bench marking criteria are developed and applied as a means of managing and monitoring the team’s performance. 

 

	3.
	Health & Safety: 
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.


	4.
	Other duties & responsibilities:  

Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   



	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	E.1
D.1

D.2
	3 Standard Grades at bands 1-3 or National 4/5, to include English 
Certificate in ECDL (or equivalent) or working towards it.  
SVQ2 in Business and Administration or working towards it.



	Experience



	E.1

D.1

D.2

D.3

	Working in an office environment. 
Minute taking

Experience of working with Carefirst

Experience of working with the public



	Specific job-related knowledge  


	E.1

E.2

D.1


	General knowledge of office administration. 
PC literate and good working knowledge of Microsoft Office applications.

Knowledge of Social Work.

	Any additional job-related requirements   



	E.1

D.1
	The jobholder will be expected to travel efficiently and effectively between various work locations within Argyll and Bute and beyond to meet the operational requirements of the Service.  
Driving licence


	Competencies 


	E.1
	Level  1

Personal Qualities (Competencies) that are essential at recruitment stage: 
Ability to deal with confidential information and an appreciation of its importance within a Local Authority.
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