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JOB DESCRIPTION
	Job Title 
	Business Support Assistant (37hours)


	Salary
	BG I SCP 18 – 23 


	Directorate: 
	People’s
	Section/Location:
	Business Support – 

Integration Team 

	Grade/Salary Range:
	19,554 – 22,462 pro rata
	Work style:
	Flex


	Key Objectives of the role

	No more than three points should be included here as it is an overview for the purpose of the role

	· Provide business support to the Integrated Care Team, working for the People’s Directorate.
· Maintain accurate performance data to ensure we are achieving the best possible outcomes for those we support; best value for money and supports the development of further integration within the Bracknell Place.  



	Designation of post and position within departmental structure

	Evidence via an organisation chart, whom the post reports to, include direct reports into the role if applicable

	Reports to Community Integration Manager.

Director of People’s Directorate

Director: Adult Social Care
Service Manager 

(Adult Care Teams)
Community Integration Manager 

Business Support Assistant
(Has no supervisory/budgetary responsibilities)




	Daily and monthly responsibilities

	List in order of importance. Group Similar tasks together. Maximum of 12 entries   

	· To provide business support to the Integrated Care Team, lead on managing the efficient running of the Locality Access Point – working with partners across Adult Social Care and Health, Primary and Secondary Care. 
· To support the team by undertaking a variety of tasks which will include minuting meetings, dealing with routine correspondence and enquiries, dealing with incoming and outgoing telephone calls, maintaining of all records, scanning, LAS and RIO inputting, to provide a comprehensive service covering a full range of typing, some of which may be of a highly confidential nature. 
· To undertake administration duties in relation to this post and to demonstrate values and behaviours within the Team.

To perform any other duties/tasks as may from time to time be necessary and compatible with the nature of the post.  It should be noted that the above list of main duties and responsibilities is not necessarily a complete statement of the final duties of the post.  It is intended to give and overall view of the position and should be taken as guidance only.


	Scope of role

	Consider budget/resource control, impact on community

	· High standards must be maintained as the teams deal with sensitive and complex issues. 



Such other duties as may from time to time be necessary, compatible with the nature of the post. It should be noted that the above list of main duties and responsibilities is not necessarily a complete statement of the final duties of the post. It is intended to give an overall view of the position and should be taken as guidance only.         
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PERSON SPECIFICATION
	
	

	KEY CRITERIA
	ESSENTIAL
	DESIRABLE 

	Skills and qualifications

	5 GCSE’s (Grade C or above) or equivalent including Maths and English.
Good standard of English language and literacy – educated to at least GCE ‘O’ level, GCSE or equivalent
Evidence of working with Microsoft packages.
	

	Competence Summary

(Knowledge, abilities, skills, experience)


	IT literate and competent in use of Word, Excel, PowerPoint and In-house systems LAS, Smart Office.

Administration skills, letter writing, proof reading, telephone answering, maintaining computer-based information.

Minute/note taking skills and experience.

Awareness of the importance of confidentiality

Ability to work effectively within a team and to work using own initiative.

Effective time management and 

attention to detail.
Understanding of and commitment to the requirements of safeguarding vulnerable adults and promoting their welfare.

	Experience of working within a Social Care or health environment



	Work-related Personal Requirements


	Able to work in a busy and demanding environment.

Able to cope with and adapt to changing circumstances and priorities.

Receptive to new ideas and able to accept change.
Self-motivated with ability to work with minimal supervision.
	Health & Safety at Work knowledge.

	Other Work Requirements 


	A satisfactory enhanced Disclosure and Barring Service check
The ability to converse            

easily with members of the public and respond effectively to questions in spoken English 
This post is exempt from the Rehabilitation of Offenders Act 1974  
Prepared to undertake training essential to carry out tasks required.


	


	KEY CRITERIA
	ESSENTIAL
	DESIRABLE



Role models and                                                       

demonstrates the 
Council’s values and                                   

behaviours

	


