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Job description
 Senior Business Support Officer 
· [bookmark: _Hlk211253877]Grade:		S01 
· Reports to:	Deputy Business Support Manager /Business Support Manager
· Direct reports:	N/A
· Your team:	Business Support Team
· Service area:	Health & Adults Social Care
· Directorate: 	Resources

	Special requirements of the post 

	Workstyle: Desk-based worker (Lower presence, one day a week minimum)
· Colleagues who are not usually client or customer-facing and can mostly work anywhere with the right technology. Regular on-site activities are required such as team events and collaboration that are more productive face to face

	This post requires a DBS check at the appropriate level Enhanced 

	The Post is subject to the Council’s declaration of Interest Procedure


Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future. 
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 
Overview of the role
This role supports the delivery of a comprehensive and efficient business support service to Adults Social Care Islington Learning Disability Team, thus ensuring the service operates effectively. 

To provide a broad-spectrum of Minute taking and general administrative support to a range of services across the Adults Social Care teams.

To support the role of Deputy Business Support Manager and Business Support Manager and act as a point of escalation for queries relative to the administrative functions from staff and service users, internal and external customers.

To provide a comprehensive business support service to the Service Management Team and to assist the Social Work and Business Support Managers to maintain and improve administrative processes.

To develop and maintain good working relationships with teams within Health and Adult Social Services other Council departments, outside agencies and residents referred to council services.
Key responsibilities
· Ensuring effective work planning, prioritising, efficient diary management, coordinating meeting
· Accurate minute-taking to a high standard and good knowledge of using Co-pilot to capture essential information, liaising with colleagues and circulating papers is essential.
· In depth knowledge of the safeguarding and legislative processes supported by the Business Support Service with responsibility for promoting and safeguarding the welfare of service users and confidentiality
· Support the team and wider Business Support Service to ensure continuity of service delivery, working flexibly to meet competing needs and demands
· Collaborate with other team members on the development and improvement of administrative processes and procedures to improve service delivery
· Maintaining database systems, trackers, website pages/online forms relative to the service area
· Maintaining electronic records, including quality control for important documents, Collate and provide statistical information as required by the role
· To work in accordance with safeguarding and security procedures relative to the service area and promote the procedures to those you come into contact with
· To maintain a good working relationship with senior members of the Adults Social Care team, other council departments and partner agencies
· Receive and respond to queries received by a range of contact points logging information accurately and alerting staff and managers accordingly
· To work in line with general office process and procedures.


Additionally 
· To use and assist others in the use of information technology systems to carry out duties in the most efficient and effective manner.
· To achieve agreed service and personal objectives, as agreed by the line manager.
· To undertake training relative to the role and constructively take part in meetings, supervision, seminars and other events designed to improve communication and assist with the effective development of the post and post holder
· To be committed to the Council’s core values of public service, quality, equality and empowerment and to demonstrate this commitment in the way duties are carried out.
· Ensure that duties are undertaken with due regard and compliance with the Data Protection Act and other legislation.
· Carry out duties and responsibilities in accordance with the Council’s Health and Safety Policy and relevant legislation.
· At all times carrying out responsibilities/duties within the framework of the Council’s Dignity for all Policy. (Equal Opportunities Policy).

Compliance  
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.


Person specification
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position.
Essential and desirable criteria

Knowledge, experience, and skills 
	[bookmark: _Hlk219464093]Point
	Criteria description
	Essential/desirable

	1.
	Proven experience as an Administrative Officer or similar role in a complex organisation. 
	Essential

	2. 
	Good supervisor with organisation skills and a problem-solving attitude to controlling work flows. 
	Essential 

	3. 
	Good level of numeracy and literacy to compile and understand data and compose letters and correspondence. 
	Essential

	4. 
	Experience in the use IT packages word, excel and technology platforms. 
	Essential

	5.
	Experience of maintaining computer based systems and the ability, with training, to quickly learn new systems. 
	Essential

	6. 
	Excellent written and verbal communication skills. 
	Essential

	7. 
	Experience in communicating effectively with service users internal and external via a wide range of communication channels (Telephone, online, in writing). Handling all situations in a professional, sensitive and diplomatic manner. 
	Essential

	8. 
	Experience of working cooperatively and flexibly with others to deliver an effective support service. 
	Essential

	9. 
	Experience of supervising work activities and managing staff. 
	Essential

	10.
	Able to ensure compliance to standards, set procedures and deadlines. 
	Essential



	Point
	Criteria description
	Essential/desirable

	11.
	Ability to prioritise workload and work effectively under pressure and within tight deadlines. 
	Essential

	12.
	Ability to create, maintain, extract electronic records, update databases and excel Spreadsheets, including graphs etc. to a high level of accuracy. 
	Essential



















Our accreditations
[image: A group of logos with text

AI-generated content may be incorrect.] Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 
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