	JOB ROLE PROFILE AND PERSON SPECIFICATION


Generic Job category: Administrative i.e. jobs with general administrative and clerical responsibilities in a variety of work settings.
Post Title and Number: Business Support Officer – Elective Home Education
Present Grade:                  SC5                                                  Dept: Education                                             
Service/Section/Team: Admissions
Reports to (title): Education Access and Wellbeing Coordinator 
	Purpose of the Role:


To provide essential business support to the Elective Home Education (EHE) team.  The number of parents choosing to EHE is growing at pace.  We require a highly organised and motivated Business Support Officer to revolutionise how we monitor these pupils, communicate with parents and support the EHE Inclusion officer. This is a new role and the possibilities are wide open
	Supervisory responsibility:


· N/A
	Dimensions including Structure Chart:


	Key Accountabilities:


1. Responsible for delivering a high standard of business support to ensure effective operation for the Elective Home Education team.  Including but not limited to data entry and analysis, record keeping, customer care focused duties, panel, meeting and event support, and understanding service specific administrative tasks.  
2. To assist, on occasions the Admissions team by supporting duties, including, but not limited to, Phones, emails, free school meals and other duties commensurate with the role and grade 
3. Proactively develop skills, understanding and abilities in delivering support services in order to carry out standardised processes in a consistent and efficient manner
4. Deal professionally and effectively with all contacts from a wide range of people, using tact and discretion, assessing needs and re-directing enquiries, where appropriate.
5. To attend and provide administrative support to panel meetings formal minutes, taking notes and producing draft written records within agreed timescales.
6. Deal with straightforward customer enquiries and follow through to resolution, ensuring all stakeholders are updated and the adequate audit trails are in place.
7. Understand when and how to escalate issues to ensure requests are completed within a timely manner.
8. Maintain up to date knowledge to ensure effective utilisation of IT systems used 
9. Organise and prioritise allocated workload as appropriate, keeping team managers aware of demands which may impact on targets/deadlines and service standards.
10. Inform opportunities to eliminate waste, stop non-value adding activities and maximise the potential of simplified and shared  ways of working and automation
11. Carry out all accountabilities in compliance with the Council’s Policies and Procedures
12. Provide a front line face-to-face/telephone service to customers, making suitable referrals to other service areas where appropriate and resolving enquiries to a high standard, ensuring high levels of customer satisfaction.
13. Maintain accurate and effective communication with your line manager (to include the provision of reports and presentations) ensuring that they are regularly appraised of planned changes and developments
14. The range of outcomes we expect you to do are set out above, however this is not intended as a complete description of your job. We reserve the right to ask you to undertake any tasks that are consistent with the grade to ensure effective service delivery. This may include working in any other service areas, including the Customer Access, and /or vary hours of work, as may be reasonably required of you.
15. Assist with the provision of an accessible customer care focused reception service, and when necessary, request assistance to manage the distress or difficult and challenging behaviour of callers. 
16. Identify any difficulties visitors/service users may have in making an enquiry or receiving information, in order that suitable and sufficient methods of communication can be provided.
17. To work as part of a project team and to assist in the delivery and completion of work projects, supporting different work streams, ensuring the successful completion of the project.  
	Key Relationships (Internal and External):


· Maintain awareness and knowledge of developments within business support and leading practice
· Build and maintain effective relationships across the organisation to support a proactive, flexible, customer focused service solution
· Establish and maintain excellent relationships with business support colleagues to facilitate a shared approach to meeting business requirements and developing standard ways of working.
	Equality and Diversity:


The Council has a strong commitment to achieving equality in its service to the community and the employment of people and expects all employees to understand, comply with and promote its policies in their own work.
	Health and Safety:


The post holder shall ensure that the duties of the post are undertaken with due regard to the Council’s Health and Safety Policy and to their personal responsibilities under the provisions of the Health and Safety at work Act 1974 and all other relevant subordinate legislation.
For a more detailed definition of these responsibilities, refer to the current versions of the Corporate Health & Safety Policy, Group Safety Policy and employee information leaflet entitled "Health & Safety Policy; Guidance on Staff Health & Safety Responsibilities".
Corporate Health and Safety Responsibilities
All employees have personal responsibilities to take reasonable care for the health and safety of themselves and others.  This means:

1. 
Understanding the hazards in the work they undertake;
2.
Following safety rules and procedures;
3. 
Using work equipment, personal protective equipment, substances, and safety devices correctly; and
4. 
Working in accordance with the training provided and only undertaking tasks where appropriate training has been received. 
Employees shall co-operate with the Council by allowing it to comply with its duties towards them.  This requires employees to:
· take part in safety training and risk assessments and suggest ways of reducing risks; and
· take part in emergency evacuation exercises.
Employees shall report all accidents, ‘near miss’ incidents and work related ill health conditions to their manager/supervisor/team leader.
Employees shall read the Corporate Health & Safety – Organisation Part B Policy to ascertain and understand their responsibilities as an employee, line manager, Assistant Director or Director of the Council.
	Information Security:


In order to protect the confidentiality, integrity and availability of Council information, including information provided by customers, partner organisations, and other third parties, where applicable, employees will comply with the Council’s Information Security Policy and relevant legislation.

	Statement of Commitment to Safeguarding of Children and Vulnerable Adults through safer employment practice:


Enfield Council is committed to safeguarding and promoting the welfare of children and vulnerable adults. Safe recruitment of staff is central to this commitment, and the Council will ensure that its recruitment policies and practices are robust, and that selection procedures prevent unsuitable people from gaining access to children, young people and vulnerable adults.  All staff employed to work with or on behalf of children and young people in the Council must be competent.
All staff working with Children & Vulnerable Adults should be aware of, and share the commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults when applying for posts at Enfield Council. 


	PERSON SPECIFICATION


Job Title: Business Support Officer – Elective Home Education


Grade: Scale 5
Department: Finance, Resources & Customer Services 



Team: Finance & Business Support

	KNOWLEDGE, SKILLS & ABILITIES (You are not restricted to 2 criteria for each category)
	HOW TESTED
Application – A
Test – T
Interview – I 

	Job Specifics –  Skills, Experience 
Essential:
· Experience of supporting change / efficiency initiatives
· Working within a business support environment delivering high quality services
· Strong communication skills and experience
· Strong IT/Technical skills, knowledge
· Development of skills and knowledge
· Experience of delivering high quality customer service/care
Desirable:
Business administration qualification
	

	Competencies*:
Please choose a maximum of 6 most important competencies for the role from either the Staff Competency Framework (up to SO2) Leadership Competency Framework (PO1 and above) and list here in ranked order. Candidates will be asked to address these when making their application.
1. Upholding Standards
2. Building Relationships
3. Planning & Organising
4. Gives Support
5. Investigates issues/develops expertise
6. Customer & Community Focus

	

	Knowledge*
1.  Appropriate knowledge of Microsoft Office suite including Outlook
2.  Council processes and working practices
	

	Qualification(s)*
1. Experience of working within business support/business administration or
2. Educated to A Level standard, or
3. Level 3 NVQ in business administration
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