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T
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B
u

sin
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u
p

p
o
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d

m
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G
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D
ep

artm
en

t 
P

lease select: 
P

o
st R

ef 
A

d
d

 R
ef 

Jo
b

 P
u

rp
o

se 
T

o provide clerical, adm
inistrative and financial support to operational services under the direction or instruction of senior staff  

 K
ey R

esp
o

n
sib

ilities 
 

1. 
W

ork to defined business standards and processes to perform
 

routine clerical tasks, including, taking and m
aking telephone calls, 

checking and verifying inform
ation, w

ord processing and 
photocopying; w

ith due regard to confidentiality and safeguarding 
 

2. 
T

o provide routine advice and guidance to custom
ers, business 

partners and others on business processes and operational service 
issues 

 
3. 

T
o create, process and form

at inform
ation w

hether relating to 
finance, staffing inform

ation, custom
ers or any other service 

requirem
ent or eligibility criteria  

 
4. 

T
o undertake financial processes including processing orders and 

resolving issues including unpaid bills and handling cash 
 

5. 
A

ssist in the preparation and organisation of m
eetings and events 

including booking venues, issuing invitations and papers and taking 
m

inutes / actions arising 
 

6. 
P

repare and despatch inform
ation packs, leaflets and specific service 

inform
ation and deal w

ith incom
ing and outgoing m

ail in line w
ith set 

K
ey A

cco
u

n
tab

ilities 
 

1. 
F

or the accuracy of w
ork undertaken  

 
2. 

T
o ensure that correct processes are being follow

ed 
and to alert the appropriate m

anager to ensure 
com

pliance 
 

3. 
T

o ensure that corporate policies and financial 
regulations are adhered to 

 
4. 

W
ork efficiently and effectively to support operational 

services 
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P

age 2 
  

procedures 
 

7. 
T

o undertake reception duties, m
eet and greet visitors, provide 

direction and give advice and guidance to basic enquiries 
 T

h
e p

o
st h

o
ld

er w
ill p

erfo
rm

 an
y d

u
ty o

r task th
at is ap

p
ro

p
riate fo

r th
e ro

le d
escrib

ed
 

 
P

erso
n

 S
p

ecificatio
n

 
 

E
d

u
catio

n
 an

d
 K

n
o

w
led

g
e 

 1. 
G

ood literacy and num
eracy skills 

 

P
erso

n
al skills an

d
 g

en
eral co

m
p

eten
cies 

 2. 
3
X
WV
�LQ
WR
�S
UD
F
WLF
H
�WK
H
�&
R
X
Q
F
LO¶V
�F
R
P
P
LWP
H
Q
W�WR
�H
[
F
H
OOH
Q
W�

custom
er care 

3. 
W

orks efficiently and effectively and actively looks for w
ays of 

im
proving services and outcom

es for custom
ers 

4. 
W

orks w
ell w

ith colleagues but also able to w
ork on their ow

n 
initiative   

5. 
6
K
D
UH
V
�WK
H
�&
R
X
Q
F
LO¶V
�F
R
P
P
LWP
H
Q
W�WR
�S
UR
Y
LG
LQ
J
�D
�V
D
IH
�

environm
ent for custom

ers and staff and also treatin
g all w

ith 
respect and consideration 

E
xp

erien
ce 

 6. 
E

xperience of data input and data m
anagem

ent ensuring 
accuracy and w

here appropriate confidentiality 
7. 

E
xperience w

ith IT
 and com

m
on business support packages 

including w
ord processing and spreadsheets 

8. 
E

xperience of note and m
inute taking 

9. 
E

xperience of providing inform
ation to the public or custom

ers 
using good com

m
unication skills 

10. E
xperience of using defined business processes and follow

ing 
guidance 
R

o
le D

im
en

sio
n

s / Jo
b

 C
o

n
text 

 1. 
W

ork w
ithin B

usiness S
upport S

ervices to policy and practice as directed 
2. 

D
elivering business support to operational services to m

eet custom
er needs, but also to drive efficiency savings in the service 

 
P

lease attach a structure chart 
D

ate: M
ay 2014 


