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Title 
%XVLQHVV�6XSSRUW�$GPLQLVWUDWRU�
��,QGLFDWLYH�*UDGH�� 

Department - Resources Post Ref. 
      

Job Purpose 
To provide a wide range of clerical, administrative and financial support to operational services under the management and guidance of 
senior staff.�

Key Responsibilities 
��� 7R�ZRUN�WR�GHILQHG�EXVLQHVV�VWDQGDUGV�DQG�SURFHVVHV��
SHUIRUPLQJ�D�ZLGH�UDQJH�RI�EXVLQHVV�VXSSRUW�WDVNV�ZLWK�GXH�
UHJDUG�WR�FRQILGHQWLDOLW\�DQG�VDIHJXDUGLQJ�

�
��� 7R�SURYLGH�DGYLFH�DQG�JXLGDQFH�WR�FXVWRPHUV��EXVLQHVV�
SDUWQHUV�DQG�RWKHUV�RQ�EXVLQHVV�SURFHVVHV�DQG�RSHUDWLRQDO�
VHUYLFH�LVVXHV�

�
��� 7R�FUHDWH��PDQDJH�DQG�PDQLSXODWH�LQIRUPDWLRQ�ZKHWKHU�UHODWLQJ�
WR�ILQDQFH��VWDIILQJ�LQIRUPDWLRQ��FXVWRPHUV�RU�DQ\�RWKHU�VHUYLFH�
UHTXLUHPHQW�RU�HOLJLELOLW\�FULWHULD��WKLV�ZLOO�LQFOXGH�SURGXFLQJ�
EHVSRNH�DQG�FRPSOH[�UHSRUWV�
�

��� 7R�GHYHORS�EDVLF�V\VWHPV�DQG�SURFHVVHV�WR�PHHW�RSHUDWLRQDO�
QHHGV�DQG�WR�HQVXUH�WKH�KLJK�TXDOLW\�RI�LQIRUPDWLRQ�KHOG�

�
��� 7R�XQGHUWDNH�D�UDQJH�RI�ILQDQFLDO�VXSSRUW�SURFHVVHV��LQFOXGLQJ�
SURFHVVLQJ�RUGHUV��UHVROYLQJ�LVVXHV��UHSRUWLQJ��UHFRQFLOLQJ�
DFFRXQWV�DQG�KDQGOLQJ�FDVK�

�
��� 5HVSRQVLEOH�IRU�WKH�RUJDQLVDWLRQ�RI�PHHWLQJV�DQG�HYHQWV�
LQFOXGLQJ�ERRNLQJ�YHQXHV��LVVXLQJ�LQYLWDWLRQV�DQG�SDSHUV�DQG�
WDNLQJ�PLQXWHV���DFWLRQV�DULVLQJ��

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

Key Accountabilities 
�
�
��� )RU�WKH�DFFXUDF\�DQG�TXDOLW\�RI�LQIRUPDWLRQ�ZLWKLQ�WKH�
UHVSRQVLELOLW\�RI�WKH�SRVW�KROGHU�

�
��� 7R�HQVXUH�WKDW�FRUUHFW�SURFHVVHV�DUH�EHLQJ�IROORZHG�DQG�WR�
DOHUW�WKH�DSSURSULDWH�PDQDJHU�WR�HQVXUH�FRPSOLDQFH�

�
��� 7R�HQVXUH�WKDW�FRUSRUDWH�SROLFLHV�DQG�ILQDQFLDO�UHJXODWLRQV�
DUH�DGKHUHG�WR�

�
��� :RUN�HIILFLHQWO\�DQG�HIIHFWLYHO\�WR�VXSSRUW�RSHUDWLRQDO�
VHUYLFHV�
�

�
�
�

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



7LHU�����)URQWOLQH�5ROHV�

�
�

Person Specification 
�

Education and Knowledge 
�
��� *RRG�OLWHUDF\�DQG�QXPHUDF\�VNLOOV�WR�194���OHYHO�RU�HTXLYDOHQW��
�

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�SURYLGLQJ�EXVLQHVV�VXSSRUW�LQ�D�EXV\�HQYLURQPHQW�
��� ([SHULHQFH�RI�GDWD�LQSXW�DQG�GDWD�PDQDJHPHQW�HQVXULQJ�
DFFXUDF\�DQG�ZKHUH�DSSURSULDWH�FRQILGHQWLDOLW\�

��� 6LJQLILFDQW�H[SHULHQFH�DQG�FRPSHWHQFH�XVLQJ�,7�DQG�FRPPRQ�
EXVLQHVV�VXSSRUW�SDFNDJHV�LQFOXGLQJ�ZRUG�SURFHVVLQJ�DQG�
VSUHDGVKHHWV�

��� ([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�JLYLQJ�

JXLGDQFH�RQ�WKHP�WR�FROOHDJXHV�

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 
�
'DWH�� � � � � �


