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Title 
Business Support Administrator Grade 
2 

Department 
School Admissions / Free School Meals / Grants & 
Benefits 

Post Ref. 
      

Job Purpose 
7R�SURYLGH�FOHULFDO��DGPLQLVWUDWLYH�VXSSRUW�WR�RSHUDWLRQDO�VHUYLFHV�XQGHU�WKH�GLUHFWLRQ�RU�LQVWUXFWLRQ�RI�VHQLRU�VWDII�
�

Key Responsibilities 
�
��� :RUN�WR�GHILQHG�EXVLQHVV�VWDQGDUGV�DQG�SURFHVVHV�WR�SHUIRUP�

URXWLQH�FOHULFDO�WDVNV��LQFOXGLQJ��WDNLQJ�DQG�PDNLQJ�WHOHSKRQH�
FDOOV��FKHFNLQJ�DQG�YHULI\LQJ�LQIRUPDWLRQ��ZRUG�SURFHVVLQJ��
H[FHO�DQG�SKRWRFRS\LQJ��ZLWK�GXH�UHJDUG�WR�FRQILGHQWLDOLW\�DQG�
VDIHJXDUGLQJ��

��� )ROORZ�WKH�GHSDUWPHQWDO�SURFHVVHV�DQG�SURFHGXUHV��
��� 7R�SURYLGH�DGYLFH�DQG�JXLGDQFH�WR�FXVWRPHUV��EXVLQHVV�
SDUWQHUV�DQG�RWKHUV�RQ�EXVLQHVV�SURFHVVHV�DQG�RSHUDWLRQDO�
VHUYLFHV�LVVXHV��

��� 7R�FUHDWH��SURFHVV�DQG�IRUPDW�LQIRUPDWLRQ�
��� 7R�SURFHVV�URXWLQH�DQG�FRPSOH[�LQIRUPDWLRQ��LQYHVWLJDWLQJ�DQG�
UHVROYLQJ�LVVXHV��

��� 3DUWLFLSDWH�LQ�WHDP�PHHWLQJV��HYHQWV�DQG�WUDLQLQJ�VHVVLRQV��
SRUWUD\LQJ�D�SRVLWLYH�DWWLWXGH�WR�ZRUN�DQG�OHDUQLQJ��WDNLQJ�
PLQXWHV�DQG�FRPSOHWLQJ�DFWLRQV�DQG�WDVNV�DV�LGHQWLILHG���

��� 3UHSDUH�DQG�GLVSDWFK�OHWWHUV��OHDIOHWV�DQG�VSHFLILF�VHUYLFH�
LQIRUPDWLRQ�DQG�GHDO�ZLWK�LQFRPLQJ�DQG�RXWJRLQJ�PDLO�LQ�OLQH�
ZLWK�VHW�SURFHGXUHV��

��� 7R�XQGHUWDNH�UHFHSWLRQ�GXWLHV��PHHW�DQG�JUHHW�YLVLWRUV��SURYLGH�
GLUHFWLRQ�DQG�JLYH�DGYLFH�DQG�JXLGDQFH�WR�URXWLQH�HQTXLULHV��
�

Key Accountabilities 
�
��� 3XWV�LQWR�SUDFWLFH�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�H[FHOOHQW�
FXVWRPHU�FDUH��

��� :RUNV�HIILFLHQWO\�DQG�HIIHFWLYHO\�DQG�DFWLYHO\�ORRNV�IRU�
ZD\V�RI�LPSURYLQJ�VHUYLFHV�DQG�RXWFRPHV�IRU�FXVWRPHUV��

��� :RUNV�ZHOO�ZLWK�FROOHDJXHV�EXW�DOVR�DEOH�WR�ZRUN�RQ�WKHLU�
RZQ�LQLWLDWLYH��

��� 6KDUHV�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�SURYLGLQJ�D�VDIH�
HQYLURQPHQW�IRU�FXVWRPHUV�DQG�VWDII�DQG�DOVR�WUHDWLQJ�DOO�
ZLWK�UHVSHFW�DQG�FRQVLGHUDWLRQ��

�
�

7KH�SRVW�KROGHU�ZLOO�SHUIRUP�DQ\�GXW\�RU�WDVN�WKDW�LV�DSSURSULDWH�IRU�WKH�UROH�GHVFULEHG 
�
�
�
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Person Specification 
�

Education and Knowledge 
�
��� *RRG�OLWHUDF\�DQG�QXPHUDF\�VNLOOV�
��� 8QGHUVWDQGLQJ�RI�VDIHJXDUGLQJ��
��� 8QGHUVWDQGLQJ�RI�GDWD�SURWHFWLRQ�
��� .QRZOHGJH�RI�GHOLYHULQJ�H[FHOOHQW�FXVWRPHU�VHUYLFH�
��� .QRZ�KRZ�WR�SODQ�DQG�RUJDQLVH�ZRUNORDG�LQ�D�EXV\�ZRUNLQJ�
HQYLURQPHQW�

��� .QRZ�KRZ�WR�KDQGOH�GLIILFXOW�FRQYHUVDWLRQV�ZLWK�FXVWRPHUV��

Personal skills and general competencies 
�
��� 3XWV�LQWR�SUDFWLFH�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�H[FHOOHQW�

FXVWRPHU�FDUH��
��� :RUNV�HIILFLHQWO\�DQG�HIIHFWLYHO\�DQG�DFWLYHO\�ORRNV�IRU�ZD\V�RI�

LPSURYLQJ�VHUYLFHV�DQG�RXWFRPHV�IRU�FXVWRPHUV��
��� :RUNV�ZHOO�ZLWK�FROOHDJXHV�EXW�DOVR�DEOH�WR�ZRUN�RQ�WKHLU�RZQ�

LQLWLDWLYH����
����6KDUHV�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�SURYLGLQJ�D�VDIH�

HQYLURQPHQW�IRU�FXVWRPHUV�DQG�VWDII�DQG�DOVR�WUHDWLQJ�DOO�ZLWK�
UHVSHFW�DQG�FRQVLGHUDWLRQ��

�
�

Experience 
�
����([SHULHQFH�RI�GDWD�LQSXW�DQG�GDWD�PDQDJHPHQW�HQVXULQJ�
DFFXUDF\�DQG�ZKHUH�DSSURSULDWH�FRQILGHQWLDOLW\��

����([SHULHQFH�ZLWK�,7�DQG�FRPPRQ�EXVLQHVV�VXSSRUW�SDFNDJHV�
LQFOXGLQJ�ZRUG�SURFHVVLQJ�DQG�D�JRRG�ZRUNLQJ�NQRZOHGJH�RI�
H[FHO��

����([SHULHQFH�RI�QRWH�DQG�PLQXWH�WDNLQJ�
����([SHULHQFH�RI�SURYLGLQJ�LQIRUPDWLRQ�WR�WKH�SXEOLF�RU�FXVWRPHUV�
XVLQJ�JRRG�FRPPXQLFDWLRQ�VNLOOV�

����([SHULHQFH�RI�XVLQJ�GHILQHG�EXVLQHVV�SURFHVVHV�DQG�IROORZLQJ�
JXLGDQFH��

Role Dimensions 
�

����:RUN�ZLWKLQ�%XVLQHVV�6XSSRUW�6HUYLFHV�WR�SROLF\�DQG�SUDFWLFH�DV�GLUHFWHG��
����'HOLYHULQJ�EXVLQHVV�VXSSRUW�WR�RSHUDWLRQDO�VHUYLFHV�WR�PHHW�FXVWRPHU�QHHGV��EXW�DOVR�WR�GULYH�HIILFLHQF\�VDYLQJV�LQ�WKH�VHUYLFH�

Please attach a structure chart 

�
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