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​Job Description and Employee Specification
​Resource Assistant BRM
Adult Health & Social Care and Education & Families 










	Service: 

	Adult Health & Social Care & Education & Families

	Division:
	Business Support & Operations 


	Job Title:
	Resource Assistant 


	Responsible to:
	Resource Supervisor


	Grade
	NLC4


	Conditions of Service
	SJC


	Date of last review:
	July 2025


	Job Outline

North Lanarkshire Council is committed to providing high quality and responsive support services that harness digital technology and systems to provide effective and professional support across the services.  Business Support & Operations staff make a vital contribution to the delivery of Social Work services, helping to ensure statutory obligations are met. 

Resource Assistants work collaboratively within the Business Support & Operations Team to provide an efficient and effective modern administrative support services. They ensure all business support processes are delivered in line with Council and Service standards and contribute to the continuous improvement of delivery of Social Work services.

Working closely with other business support teams, suppliers and external agencies in a high-volume and deadline-driven environment, you will support the full Social Work Service by ensuring the accurate and timely processing of financial payments, billing and the ordering of goods and services.


	Main Duties and Responsibilities


1. Provide high quality and responsive administrative support services to relevant staff within Social work Services, ensuring consistency, flexibility and high standards of business support.  

2. As first point of contact for the Service; you will deal with enquiries from employees, representatives from other council services, local authorities, as well as a range of external agencies and service users.   If necessary, redirecting to appropriate supports or services.

3. Responsible for the delivery of an effective and efficient financial support service for staff within headquarters and social work units, maximising efficiency of service delivery within specified standards/approved budgets and in compliance with the Council’s policies. This includes management of orders, payments, billing, contracts, audits and all financial processes  

4. Maintain electronic diaries and organise meetings as required.  Liaise with other partner agencies. 

5. Produce reports ensuring an accurate and concise document is produced using available digital tools.  

6. Input and record information accurately and timeously onto various digital platforms including service specific database systems and third-party software in accordance with data sharing protocols and Microsoft packages.   

7. Organise and provide data to support briefing papers, reports and compilation of statistical returns. 

8. Monitor Service electronic mailboxes daily, analyse and interpret information received and decide on the most appropriate course of action.   Redirecting enquiries to other individuals; alerting senior staff to urgent action required; and tracking progress as necessary 

9. Work as part of a professional team, contributing and taking responsibility for prioritising your workload to ensure high success of the team. 

10. Process financial transactions including raising cheque requests, orders and invoices and payments.  Ensure accuracy and payment within procurement timescales.   

11. Oversee the administration, reconciliation, and security of cash payments and petty cash, ensuring compliance with financial policies and audit requires. 

12. Engage proactively with care providers and HQ/locality colleagues to investigate, analyse, and resolve disputed payments. This includes conducting reconciliations, ensuring accurate calculation of payments, and addressing discrepancies that may arise due to contract variations, service delivery changes, or administrative errors. 

13. Contribute to process improvements, by identifying recurring issues, so corrective actions can be taken, and strengthening financial controls to minimise future disputes.   

14. Responsible for the on and off boarding of employees within the Service, to ensure they have access to the required critical systems for their specific role and in line with GDPR.

15. Progress information requests as required.   Liaise with relevant parties to ensure all relevant information is processed with a high degree of sensitivity and confidentiality and within predetermined timescales. 

16. Create, update and maintain office systems, including all electronic data and files of a sensitive and confidential nature, in accordance with the Council’s standards and procedures relating to information management and data protection.

17. Assist with the Service’s archiving and records management process.

18. Provide buddy support and training of summer students and modern apprentices.  

19. Any other duties as required by the Resource Supervisor

20. Promote and value the diversity of staff, people and communities served by the council to ensure equality of access and treatment in employment and service delivery. 

21. Support the integration of Services and joint working with key partner organisations to improve service delivery and efficiency.

22. Comply with the Council’s financial and regulatory procedures and policies.

23. Comply with the Employee Code of Conduct, demonstrating the ethical standards expected of officials in public service.

24. Ensure that information under your control is collated, processed, held and securely destroyed in accordance with the council’s Data Protection Policy and legislative requirements.

25. Attend training courses and participate in development opportunities as required, ensuring compliance with all mandatory training in respect of the role.

26. Ensure compliance with Health and Safety at Work legislation and safe systems of work.


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

	National 5 qualification or equivalent
SVQ Level 3/HNC or equivalent in a relevant Business related discipline.  

	X


	

X
	Verification of Qualifications/Application Form

	WORK EXPERIENCE

	Relevant experience working in business support or similar environment.
	
	X
	Application Form/Interview

	Experience in using Microsoft Office 365

	X
	
	Application Form/Interview

	Experience of minute taking
	
	X
	

	Experience in customer care or  dealing with the general public 
	
	X
	Application Form/Interview

	Experience of Data Protection considerations and potential issues
	
	X
	Application Form/Interview

	KNOWLEDGE / SKILLS / ABILITIES

	Ability to manage priorities and workload and deliver to strict deadlines demonstrating resilience and flexibility with competing demands

	
X
	
	Application Form/Interview

	Accuracy and attention to detail
	X
	
	Application Form/Interview

	Ability to contribute to a team-based environment

	X
	
	Application Form/Interview

	Excellent written and verbal communication skills.

	X
	
	Application Form/Interview

	Excellent interpersonal skills and ability to communicate with a wide range of audiences, e.g. senior management, members of the public and external organisations.   
	X
	
	Application Form/Interview

	Customer and service user focused, committed to achieving high standards of business support and keeping customers up to date

Ability to assess your daily workload and prioritise dependant on competing demands

Ability to produce statistical information.

Knowledge of inhouse databases/IT systems 


	X



X

X

	







X

	Application Form/Interview

	Ability to deal with all matters in a discreet and confidential manner
	X
	
	Application Form/Interview

	
PERSONAL QUALITIES / ATTRIBUTES

	Professional and confidential outlook.

	X
	
	Interview

	Self-motivated
	X
	
	

	Problem solving abilities.
	X
	
	Application Form/Interview

	Positive and enthusiastic approach to work.

	X
	
	Interview

	Experience of working in an environment of change and challenge including supporting a team through period of transformational change
	
	
X
	
Application Form/Interview

	Experience of supervising a team
	
	X
	Application Form/Interview

	Customer and service user focused, committed to achieving high standards of business support and keeping customers up to date

Ability to assess your daily workload and prioritise dependant on competing demands

Ability to produce statistical information.

Knowledge of inhouse databases/IT systems 


	X



X

X

	







X

	Application Form/Interview

	PERSONAL QUALITIES / ATTRIBUTES

	Professional and confidential outlook.

	X
	
	Interview

	Self-motivated
	X
	
	

	Problem solving abilities.
	X
	
	Application Form/Interview

	Positive and enthusiastic approach to work.

	X
	
	Interview
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