OFFICIAL

OFFICIAL

OFFICIAL

[image: high quality HCC logo col]


JOB DESCRIPTION and PERSON SPECIFICATION

	SERVICE AREA:

	Public Health
	DATE PREPARED: May 23 	

	SECTION:

	Changing Futures
	GRADE: 		4


	JOB TITLE:

	Business Support Officer
	EVALUATION RESULT: 433

	EVALUATION DATE:
	11 August 2023
	JE NUMBER: NC4918


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE:
To deliver an effective and efficient clerical and administration function for the Changing Futures Service to ensure that agreed systems, procedures and deadlines are met in accordance with appropriate systems in order to maximise organisational efficiency and effectiveness, leading to a higher standard of learning and achievement. This will be done by developing and maintaining information management systems and procedures.

Through flexible working the post-holder will provide an efficient and effective, integrated and responsive partnership business support function to meet the needs of the service and a number of multi-disciplinary professional groups including:

· Changing Futures Operational meeting
· Professional’s meetings
· Team meetings
· Case Oversight Group

Manage diaries and organise key meetings including the preparation of documentation for and formal minuting within a sensitive and highly confidential environment. The postholder will be responsible for the administration for the Changing Futures Hub including accurate and timely record keeping by the service. 







	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of vulnerable adults supported by the Changing Futures Service.

	2.
	To co-ordinate the multi-agency groups that operate in the support of Changing Futures:
· Keeping information records such as action logs up to date
· Taking minutes of meeting
· Supporting colleagues in securing accurate and timely information from various sources as part of regular reporting process.
· Ensure the relevant multi-agency analytical products are prepared and circulated to partner agencies.

	3.
	Work with the partners and senior colleagues to prioritise meetings, calls and workload, using their own judgement and initiative to provide responses and advice, ensuring high levels of confidentiality are maintained for vulnerable people.  

	4.
	The postholder will require an understanding of the Changing Futures Service and severe and multiple disadvantage (SMD). They will be expected to work with established networks and to develop their own and to contribute to the development of constructive relationships with other agencies and professionals, such as health professionals, police, voluntary community sector etc, to facilitate a good working environment for all staff concerns. 

	5.
	The postholder will ensure that adherence to the Health and Safety risk assessments are met and will escalate any issues identified to their line manager. 

	6.
	Collate and coordinate client information from multi-agency partners for all key meetings sufficiently in advance to ensure background information is effectively prepared and can be used in the meeting to progress the actions that are outlined during case meetings so that informed decisions can be made.  The information is highly sensitive and confidential. 

	7..
	To be responsible for accurate undertaking of various financial procedures using the e-business suite, including raising orders and invoices, receipting payment of invoices and payment of grant claims. Maintain accurate and concise financial records in preparation for the quarterly and annual budget submissions to grant funding bodies.

	8.
	Provide a high quality and efficient first point of contact for the operation of the service to partners, and ensure communication channels between key groups, colleagues, members of the public or other agencies are effective and meet Changing Futures demands. Responsible for identifying the most appropriate channels of communication. 

	9.
	Investigate and respond to queries/enquiries, efficiently.  These duties will include information/materials of a confidential nature which may require a degree of interpretation and initiative in their processing and dissemination.  

	10.
	Assist in the administrative support for specific projects relating to Changing Futures, this could be the development and maintenance of action plans ensuring timescales are met this includes ensuring the service is compliant and effective in the use of the new database system that has been introduced. 

	11.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various workplaces in the Council.




	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. Responsibility for Staff:

None however it is expected that this post will support colleagues with the roll out of the new database ensuring that they have the appropriate training. 

2.	Responsibility for Customers/Clients:

The postholder will work both with colleagues within the city Council and with key partners to ensure professional relationships are maintained within the wider Partnership. This will include senior members of staff within all agencies, including the Police, Fire and Rescue, Probation, Health and other key partners.

3.	Responsibility for Budgets:

No direct responsibility for budgets; however, postholder will monitor and report to the Service Manager any discrepancies relating to grant funding received within the service.

4.	Responsibility for Physical Resources:

Maintains general filing systems including client enquiry files, services meetings.

Highly confidential data / information, including restricted and official sensitive level data.

Fixed and mobile technology, including secure data transfer devices on and off site.

Changing Futures publicity and awareness materials.


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:
· Assistant Director
· Changing Futures Manager
· MEAM Manager
· Rough Sleeper Manager
· Changing Futures Team
· Lived Experience Lead
· Project and Data Lead

2.	With Any Other Council Areas
· Housing Department
· Adults Social Care
· Neighbourhood Nuisance
· Public Health
· Communications and Press Office

3.	With External Bodies to the Council
· Humberside Police
· Humberside Fire & Rescue
· Probation Service
· Integrated Care Partnership
· Mental Health Trust
· Commissioned Providers
· Ambulance service
· Hull BID
· Lottery
· DLUHC
· National Expert Citizens
· MEAM network
· Changing Futures




	ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Immediate Line Manager
Project and Data Lead 
G8

	
	
	

	Other jobs (peers) that report to immediate line manager
None
	
	This Position
Business Support Officer


	
	
	

	
	
	Direct Reports
None








	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day-to-day office environment).
	
X
	
	
	
	
	


	



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day-to-day office environment). 
	
X
	
	
	
	
	


	



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day-to-day office environment.
	
	
	
	X
	
	
	The postholder will be exposed to sensitive information on a daily basis and will be as part of the service delivery. 





	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	NVQ Business Administration/IT Level 3, equivalent 
	ü
	
	AF, I, CQ

	
	Qualified to level 2 English and Maths
	
	
	AF, CQ

	2. 
	Relevant Experience:

	
	Significant experience of co-ordinating multiple and conflicting meetings to partners in a complex and fast-moving multi-agency environment, including examples of anticipating and dealing with issues
	

	
	AF

	
	Evidence of identifying and resolving critical and conflicting issues and demands
	

	
	AF, I

	
	Examples of establishing and maintaining information management and effective admin systems
	

	
	AF, I

	
	Experience of delivering minutes and other written materials that are correct the first time (showing therefore an understanding of the subject and preparation for the meeting etc.)  
	

	
	AF

	
	Experience in undertaking research projects and presentation of findings
	

	
	AF

	3. 
	Skills (including thinking challenge/mental demands):

	
	Excellent literacy and numeracy skills
	ü
	
	AF

	
	Excellent organisational and prioritisation skills, able to work effectively with minimal supervision to meet challenging objectives and deadlines
	

	
	AF

	
	Highly developed analytical and research skills to undertake research and investigation and the compilation of briefings, summaries, synopsis and abstracts 
	

	
	I

	
	Literate, numerate and accurate
	
	
	AF, CQ

	
	Computer literate with ability to use bespoke IT systems within service area
	

	
	AF, CQ, I

	
	Ability to work well as part of a team.
	
	
	I

	
	Ability to solve straightforward, similar problems.
	
	
	I

	
	Good level of self-motivation, flexibility and organisational skills.
	
	
	I

	
	Excellent organisational and prioritising skills
	
	
	AF, I

	
	Ability to work under pressure and to meet strict deadlines
	
	
	AF, I

	
	Ability to respond calmly, quickly, and effectively to emergencies or disruption, to work to tight deadlines, to be mentally alert and flexible
	
	
	AF, I

	
	Ability to work accurately to deadlines with attention to detail
	ü
	
	AF, I

	4. 
	Knowledge:

	
	Knowledge and understanding of Changing Futures deliver and the relationships between key partners and the sensitivity required to ensure effective partnership working
	

	
	AF, I

	
	knowledge of The Health and Safety at Work etc Act 1974 and associated legislation
	ü
	
	AF, I

	
	A broad knowledge of Severe and Multiple disadvantages in its widest definition, awareness of current issues and priorities facing the service within a local and national context
	ü
	
	I


	
	Understanding of General Data Protection Regulations (GDPR) and Information Governance legislation and its implications for local government and partner agencies
	

	
	AF, I

	
	Awareness of the importance of confidentiality
	
	
	I

	
	A comprehensive knowledge of IT based systems, including Microsoft Office, and Oracle
	

	
	AF, I

	
	Technically competent with knowledge of delivering high quality and effective customer care
	

	
	I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills
	

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues at all levels
	ü
	
	AF

	
	Exceptional communication and interpersonal skills including negotiation, influencing and consensus-building skills. Good networking and relationship-building skills   
	

	
	I

	
	Ability to respond positively and function effectively under pressure, prioritising tasks and maintaining a professional image 
	

	
	I

	
	Ability to work across all levels and form a good working relationship at all levels with elected members and partners
	

	
	I

	
	To be able to act courteously and tactfully when dealing with routine enquiries from other staff and/or members of the public
	

	
	AF, I

	
	A commitment to customer care
	
	
	AF, I

	
	High levels of influencing, caring, advocacy and training skills are required
	
	
	I

	
	Ability to make verbal presentations to staff and managers on a range of administrative issues
	

	
	AF, I

	
	Written Skills

	
	Excellent written and oral communication skills
	ü
	
	AF

	
	Ability to produce high quality written notes, letters and email responses that are appropriate, timely and accurate 
	

	
	AF

	
	Often exchanging (in writing) complicated and sensitive information to a range of audiences, occasional writing of complex reports leading to day-to-day decisions
	

	
	I

	
	Ability to collate, analyse and evaluate information producing reports from MIS systems and Oracle
	

	
	I

	6.
	Other:
	
	
	

	
	Flexible attitude to work
	ü
	
	AF

	
	Professional image


	ü
	
	AF

	

	The requirements listed below are not considered during the job evaluation process but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	
	
	I

	
	Respect
	
	
	I

	
	Learning
	
	
	I

	
	Ambition
	
	
	I

	
	Partnership
	
	
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward 
	ü
	
	I

	
	Improving services
	ü
	
	I 

	
	Analysis and decision making
	ü
	
	I

	
	Making things happen
	ü
	
	I

	
	Communicating with impact 
	ü
	
	I

	
	Collaboration 
	ü
	
	I

	
	Developing self and others
	ü
	
	I

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).

	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory ##Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). 
	

	
	Basic Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure (with or without barred list check) the candidate is required to declare full details of everything on their criminal record.
	
	N/A
	AF (after short listing)

	
	If the postholder does not require a DBS disclosure, or requires a Basic Disclosure check only, the candidate is required to declare unspent convictions only.
	

	
	AF (after short listing)
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