







Job Description and Employee Specification 
[Support Assistant]
Enterprise & Communities


	Service: 

	Enterprise & Communities

	Division:
	Community Operations


	Job Title:
	Support Assistant


	Responsible to:
	Administrative Officer


	Grade:
	NLC4


	Conditions of Service:
	SJC


	Job Evaluation Reference:

	A7289

	Date of last review:
	2024

	Job Outline

Responsible for the provision of an effective and efficient administrative support within Facility Support Services.


	Main Duties and Responsibilities

Generic Duties:

1. Dealing effectively with enquiries, liaising with appropriate members of staff and members of the public, where necessary.

2. Accurately inputting information into office information systems and provide reports as required. 

3. Responsible for the processing of purchase orders, invoices, payments and accounts as required in accordance with Financial Regulations.

4. Preparing, recording and processing incoming and outgoing mail on a daily basis including monitoring of electronic mailboxes and communication channels.

5. Providing digitalised administration support including;filing duties, scanning and indexing into office information systems, collating documents and ensuring proper circulation and providing typing service when required.

6. Make appropriate administrative arrangements as required to facilitate the organisation of recruitment processes, conferences, exhibitions and various events arranged by various services.

7. Schedule meetings/events and process customer bookings for schools and community centres by ensuring appropriate arrangements are in place whilst adhering to procedures/work programme schedules.

8. Liaise with the service, with other services of the Council, the public and outside bodies and agencies as required.

9. Processing time sheets, expenses forms and overtime claims.  Preparing reports relating to this function.

10. Reconciliation of cash payments as per ledger and reconciliation of online payments from Capita

11. Providing statistical returns information and reports as required.

12. Ensure confidentiality is protected by ensuring that all files (manual and computerised), records and correspondence are treated in a confidential manner and access to all information is controlled.

13. Undertake any other duties as requested.

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.


	



	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING

	

	
	

	· SVQ2, National Certificate, Higher grade or equivalent
	X
	
	Verification/Application Form/Interview

	
	
	
	

	WORK EXPERIENCE

	
	
	

	· Moderate previous office experience

	X
	
	

	· Experience of IT and Microsoft office systems

· Experience of processing financial information
	X
	


X
	Application Form/Interview

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY

	
	
	

	· Excellent keyboard skills

	X
	
	

	· Good written and verbal communication skills

	X
	
	

	· Good organisational skills

· Good inter-personnel skills

	X

X
	
	

	· Customer care skills

· Ability to work under pressure

· Problem solver

· Working knowledge of 
               I-trent

	X

X


X
	






X
	Application Form/Interview

	PERSONAL QUALITIES/ATTRIBUTES

	

	
	

	· Enthusiastic
	X
	
	

	· Team Player

	X
	
	

	· Confident

	X
	
	Application Form/Interview

	· Articulate

· Self motivated

	X

X
	
	

	· Ability to work on own/able able to show initiative

	X
	
	

	OTHER
	
	
	

	· 
	
	
	Application Form/Interview
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