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Title 
Business Support Officer 

Department 
Chief Executive’s 

Post Ref. 
      

Job Purpose 
To lead the day to day delivery of the Business Support Service within a specified location or service, ensuring the efficient use of staff and 
resources to meet business needs.�
�

Key Responsibilities 
�
��� 7R�EH�UHVSRQVLEOH�IRU�SODQQLQJ�DQG�FR�RUGLQDWLQJ�WKH�GHSOR\PHQW�
RI�VWDII�WR�PHHW�WKH�QHHGV�RI�WKH�VHUYLFHV�RU�ORFDOLWLHV�VHUYHG�

�
��� 7R�SURYLGH�GD\�WR�GD\�PDQDJHPHQW�RI�VWDII�VXSHUYLVHG�LQFOXGLQJ�
VHWWLQJ�DQG�PDLQWDLQLQJ�TXDOLW\�VWDQGDUGV�

�
��� 7R�FUHDWH�D�FOLPDWH�ZKHUH�WKH�SDUWLFLSDWLRQ�RI�DOO�EXVLQHVV�VXSSRUW�
VWDII�LV�HQFRXUDJHG�WR�HQDEOH�WKHP�WR�VKDSH�WKH�VHUYLFH�DQG�ZRUN�
WR�WKHLU�SHUVRQDO�EHVW��

�
��� 7R�XQGHUWDNH�KLJK�OHYHO�FRPSOH[�EXVLQHVV�VXSSRUW�SURFHVVHV�
LQFOXGLQJ�FRPSOH[�RU�VHQVLWLYH�UHSRUWV�DQG�FRUUHVSRQGHQFH��
PRQLWRULQJ�DQG�UHFRQFLOLQJ�ODUJH�EXGJHWV��SURGXFLQJ�FRPSOH[�
ILQDQFLDO�UHSRUWV�DQG�VWDWHPHQWV�DV�UHTXHVWHG�E\�WKH�EXVLQHVV��

�
��� 7R�EH�UHVSRQVLEOH�IRU�TXDOLW\�DVVXULQJ�WKH�LQIRUPDWLRQ�DQG�GDWD�
SURGXFHG�E\�WKH�WHDP�

�
��� 7R�ZRUN�FROODERUDWLYHO\�ZLWK�FROOHDJXHV�LQ�WKH�%XVLQHVV�6XSSRUW�
6HUYLFH�WR�PHHW�FKDQJHV�LQ�GHPDQG��

�
��� 7R�EH�DQ�DXWKRULWDWLYH�VRXUFH�RI�DGYLFH�DQG�JXLGDQFH��ERWK�IRU�

FXVWRPHUV�DQG�FROOHDJXHV�RQ�VHUYLFHV��SROLFLHV�DQG�SURFHVVHV�
LQFOXGLQJ�FRPSOH[�TXHULHV��

�

Key Accountabilities 
�
��� 7R�GHOLYHU�EXVLQHVV�VXSSRUW�WR�WKH�OHYHOV�GHILQHG��

�
��� 7R�GHSOR\�VWDII�DQG�UHVRXUFHV�HIILFLHQWO\��HIIHFWLYHO\�DQG�
IOH[LEO\�

�
��� 5HSRUW�IOXFWXDWLRQV�DQG�FKDQJHV�LQ�WKH�VHUYLFHV�
VXSSRUWHG�WR�WKH�7HDP�0DQDJHU�VR�WKDW�VHUYLFH�OHYHOV�
FDQ�EH�PDLQWDLQHG�
�

��� $FFRXQWDEOH�IRU�WKH�DFFXUDF\�RI�ZRUN�XQGHUWDNHQ�DQG�
LQIRUPDWLRQ�SURYLGHG�DQG�WR�TXDOLW\�DVVXUH�WKH�ZRUN�RI�
WKH�WHDP��

�

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 
�
��� 0DQDJHPHQW�RU�EXVLQHVV�TXDOLILFDWLRQ�WR�194��RU�HTXLYDOHQW�ZRUN�
EDVHG�H[SHULHQFH�

��� 6WURQJ�ILQDQFLDO�DFXPHQ�DQG�NQRZOHGJH�RU�DFFRXQWLQJ�SURFHGXUHV�
��� *RRG�ZRUNLQJ�NQRZOHGJH�RI�WKH�SULQFLSOHV�DQG�SUDFWLFH�RU�SHRSOH��
SHUIRUPDQFH��ULVN�DQG�VHUYLFH�PDQDJHPHQW�

��� .QRZOHGJH�RI�ZRUNLQJ�WR�VWDWXWRU\�DQG�OHJLVODWLYH�VWDQGDUGV�
�

Personal skills and general competencies 
�
��� 6HWV�DQ�H[FHOOHQW�H[DPSOH�RI�FXVWRPHU�FDUH�IRU�RWKHU�VWDII��
�
��� (IIHFWLYHO\�VHWV�GLUHFWLRQ�IRU�D�WHDP�SURYLGLQJ�PRWLYDWLRQ�IRU�DOO�

WR�GHOLYHU�KLJK�SHUIRUPDQFH��
�
��� $QWLFLSDWHV�FXVWRPHU�QHHGV�WR�SURYLGH�H[FHOOHQW�VHUYLFH�

FRQWLQXDOO\�VWULYLQJ�WR�LPSURYH�HIILFLHQF\�DQG�HIIHFWLYHQHVV�
�
��� 6HWV�FKDOOHQJLQJ�WDUJHWV�IRU�SHUIRUPDQFH�IRU�WKH�WHDP�DV�ZHOO�

DV�GHOLYHULQJ�D�KLJK�GHJUHH�RI�SHUVRQDO�HIIHFWLYHQHVV�
�
��� (QVXUHV�WKH�&RXQFLO¶V�SROLFLHV�IRU�IDLUQHVV�DQG�UHVSHFW�DUH�

GHOLYHUHG�LQFOXGLQJ�VHWWLQJ�KLJK�SHUVRQDO�VWDQGDUGV�
�
����7DNHV�DQ�DFWLYH�UROH�LQ�PDQDJLQJ�ULVN��KHDOWK�DQG�VDIHW\�DQG�

VDIHJXDUGLQJ�LVVXHV��
�

����$GYDQFHG�,&7�VNLOOV�
�

Experience 
�
����([SHULHQFH�RI�SODQQLQJ�DQG�GHOLYHULQJ�VHUYLFHV��PDQDJLQJ�VWDII��
UHVRXUFHV�DQG�SHUIRUPDQFH�

����([SHULHQFH�RI�PRQLWRULQJ�EXGJHWV�DQG�SURYLGLQJ�ILQDQFLDO�GDWD�DQG�
UHSRUWV�

����([SHULHQFH�FXVWRPHU�IRFXVHG�VHUYLFH�GHOLYHU\�

Role Dimensions 
�

����0DQDJHPHQW�RI�WHDP�RI�DGPLQLVWUDWRUV�LQ�WKH�(GXFDWLRQ�+XE��EDVHG�DW�0HDGRZ�+RXVH��%62�WHDP�UHPLW�XQGHU�UHYLHZ���
����5HVSRQVLELOLW\�IRU�XQGHUWDNLQJ�SUHOLPLQDU\�IRUHFDVWLQJ�DQG�PRQLWRULQJ�RQ�D���P�EXGJHW�WRJHWKHU�ZLWK���%62�FROOHDJXHV�

Please attach a structure chart 
�
'DWH���2FWREHU������


