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Big Ambitions CIC

Job Description

Business Support Officer
Post reference – BA/19/SBSO/01
Location: Sheffield
Hours:  37.5 hours per week
Salary: £16,000- £17,000 dependent on experience 
This role is partly funded by European Social Fund
Job overview 

To undertake administrative tasks and general office duties that support the central office functions, management team and project staff on a daily basis –providing excellent communication with, and support to colleagues.
You will be responsible for monitoring the performance of projects supporting with ensuring they are in line with set targets and financial forecasts. This requires a full understanding of business activities to ensure that all projects and contracts are accurately accounted for and delivered effectively
 Reporting to:

1) Managing Director
2) Operations Manager
Key Relationships:

1) All members of the team

2) Directors

3) Funders & potential funders

4) Local and national networks around mental health, learning difficulties/disabilities and employment

5) Employers

Key Tasks: 

1. To manage a demanding and reactive workload in a responsive way to meet the Senior Management Team’s key objectives and external regulatory requirements.
2. To work with the Operations Manager to ensure the administrative and wider business needs of the Senior Managers, including Director, and Board of Directors efficiently are met, including executive support.
3. To undertake word processing and email correspondence as required. (This maybe confidential and may be complex in nature) This will include preparing briefing information and deal with routine correspondence, drafting replies as appropriate.
4. To receive telephone calls on behalf of team members including senior Managers within and deal effectively with those calls with the necessary tact and sensitivity.
5. To organise the effective collation and distribution of correspondence and papers to ensure that items are both received and dispatched as appropriate.
6. To support and manage electronic and paper filing systems including maintenance of databases, maintaining both the accuracy and confidentiality of the data.
7. Acting as the first point of key contact for Senior Managers for all internal and

external contacts ensuring where possible contacts are resolved and where this is

not possible they are directed/passed to the appropriate senior manager

8. Acting as first point of contact, meeting and greeting visitors, providing a high standard of customer care whilst upholding office security procedures
9. To open, sort and deliver post to all members of team and to manage the distribution and despatch of external post.
10. To schedule and organise meetings ensure that all meetings are suitably co-ordinated dates arranged, agendas are sent, facilities booked, papers prepared and disseminated and minutes taken

11. To co-ordinate specific project related data collation, monitoring and reporting of information
12. PA support to Director and Operations Manager 
13. Support HR function with general administration tasks as required

14. Production of contract specific paperwork (e.g. induction and training files)
15. Maintenance of address and e-mail distribution lists
16. Monitoring and evaluation data input

17. To assist in the management of files, stationery and equipment as required.
18. To manage the disposal and archive process for confidential and non-confidential
documents.
19. Booking appointments and diary management for all relevant staff members
20. Receiving and handling general email and postal circulars

21. Collation and administration of orders and stock management; and equipment maintenance 
22. Being responsible for the management of office kitchens and refreshments and handling petty cash to replenish as required
23. General filing
24. Marketing and social media support including production of flyers and documents, social media postings and research of relevant information.
25. Carrying out research for projects
26. Administration of finances in line with financial policy and with agreed budgets, including administrative support to the Managing Director with regards to raising PO’s, Sales Invoices and processing contracts.
General Duties

1) To work flexibly according to the needs of the organisation, maintaining and enhancing good working relationships with other staff both within the organisation and other external organisations/agencies.

2) To maintain appropriate confidentiality at all times.

3) To work towards, individual, team and organisational objectives.

4) Recognise and understand the importance of continual development of for individuals, the team and the organisation.

5) Health and Safety- Ensure safe and efficient delivery of service by achieving high standards of health and safety and reducing risk.

6) Commitment to Equality -Deliver Big Ambitions CIC’s commitment to equality of opportunity both in the provision of services and as an employer. Promote equality in the workplace and in the services Big Ambitions delivers.

7) To undergo mandatory training as directed by the organisation and all other relevant training, as identified.

8) To actively participate in formal supervision and personal development reviews.

9) To be flexible with regards to the duties undertaken and in addition to the normal duties

10) Undertake other duties that are reasonably within your skills and knowledge, but outside of the normal sphere of activity, if this is required.

11) To attend promotional and networking events as appropriate.
Person Specification – Business Support Officer
	Category 
	Essential 
	Desirable 

	Professional/
Educational Qualifications 


	Good standard of education (A)

Business Administration level 3 (A)  
	Human resources or project management qualification. (A)

	Experience
	Experience of delivering face to face and telephone customer care (A&I)

Experience of general office duties i.e. filing, photocopying, word processing. (A&I)
Experience of data input. (A&I)
Minute taking (A&I)
Experience of monitoring performance related projects (A&I)

	

	Skills, Knowledge and abilities
	Confidence and ability to work on own initiative (A&I)
Good interpersonal skills with ability to deliver good face to face customer care (A&I)
Ability to prioritise a number of different tasks and areas of work within a normal working day (A&I)
Ability to work to deadlines (A&I)
Good organisational skills (A&I)
Computer literate including the ability to use software packages: Word, Excel, Publisher, Email, Internet. (A&I)
Able to communicate effectively with a wide range of organisations (A&I)
The ability to relate to individuals from diverse backgrounds (A&I)

	Knowledge of office systems and procedures (A&I)
Knowledge of the voluntary/community sector, in particular those working with vulnerable people (A&I)
Awareness of Confidentiality Policy and procedures and how to apply to working practice (A&I)
Knowledge of Equal Opportunities. (A&I)
Experience of working within a mental health, learning difficulties/disabilities or employment service. (A&I)

	Other
	Enthusiastic and highly motivated (I)

Ability to work flexibly in order to meet the needs of the service (A&I)

Positive attitude to disability, health problems and employment problems (A&I)

Satisfactory enhanced DBS check
	


Behavioural Competencies for all staff

	Competency
	Standards 

	Personal Effectiveness



	Communicating &

Influencing
	· Is courteous and polite when interacting with customers and colleagues.

· Passes on information accurately and promptly.

· Listens carefully to others and asks questions for clarification.

· Presents ideas and views with confidence and clarity.

· Writes fluently and succinctly using appropriate style.

· Adopts a clear and professional telephone manner.

· Deals with confidential or sensitive issues discreetly.

· Presents a positive and professional image of self and Big Ambitions CIC when communicating.

· Is open and honest when communicating with others

	Respecting Others


	· Respects the opinions of others and acknowledges opposing viewpoints.

· Consistently acts in a way that promotes equality and diversity

· Shows integrity and fairness when dealing with customers and colleagues.

· Acts on and achieves the promises and commitments made to customers and colleagues.

· Respects others’ time by being punctual.

· Demonstrates impartiality and objectivity when taking actions and making decisions.

· Shows empathy and understanding for the feelings of, and situations faced by others.

· Is aware of own responsibilities for the health, safety and welfare of self and others

	Striving for Excellence


	· Demonstrates a positive attitude and approach to work.

· Is self-motivated, undertaking relevant tasks and activities without always having to be asked.

· Copes effectively with work-related pressures and setbacks

· Is flexible and adaptable to changing goals and circumstances

· Acts quickly to deal with potential problems.

· Ensures own work is of a high quality, accurate and timely.

· Strives to improve on past standards of performance.

· Manages time and prioritises work to maximise productivity and effectiveness.

· Displays conscientiousness in getting the job done to the

· best of ability.

	Leadership 

	Setting Direction


	· Is clear about Big Ambitions CIC’s strategic priorities and the

· goals of own service area/Directorate.

· Understands how own work contributes to Big Ambitions CIC’s goals.

· Prioritises and plans own work based on an understanding of the ‘bigger picture’.

· Provides feedback on, and constructively challenges, the

· direction and working practices of the team, service area,

· or organisation.

· Seeks to understand the need for and responds proactively to organisational change.

· Approaches change positively.

	Managing Performance
	· Works with manager to agree performance objectives.

· Takes ownership for and commits to achieving performance objectives.

· Monitors and evaluates own performance against objectives.

· Positively inputs to the performance appraisal and development review process.

	Developing Talent


	· Demonstrates a commitment to own personal development and learning.

· Volunteers to take on new challenges and learn new skills.

· Actively seeks and acts on feedback on own performance.

· Helps to develop stretching but achievable objectives.

· Provides praise and constructive feedback to others.

· Gives help and coaching to less experienced colleagues.

· Learns from the skills and experience of others.

	Working in Partnership

	Team Working


	· Shares information with colleagues to deliver objectives.

· Contributes to a positive team spirit and healthy working environment.

· Actively contributes ideas in team meetings or discussions

· Appreciates the demands on team colleagues and willingly provides them with support.

· Can agree to compromise where appropriate.

	Cross-Big Ambitions working
	· Understands the key functions of Big Ambitions CIC and the broad roles of service areas.

· Recognises the advantages of working with others across Big Ambitions CIC.

· Builds strong working relationships and seeks out views of people outside of their team.

· Appreciates external funding, political, economic factors within decision-making processes of Big Ambitions CIC.

· Shares information and knowledge with those outside of own team.

	External Partnership Working


	· Readily and effectively works with representatives of partner organisations.

· Has a broad understanding of the wider local context.

· Recognises the importance to Big Ambitions CIC of active partnership.



[image: image2]

 SHAPE  \* MERGEFORMAT 
[image: image3]

[image: image2][image: image3][image: image4.png]38 disabili
a6 conﬂdlg%

EMPLOYER




[image: image5.png]European Union

European
Social Fund



[image: image6.png]() BIGAmbitions



[image: image7.png]


