


	

JOB DESCRIPTION

	





Job title:				Business Support Officer
[bookmark: _GoBack]Grade:					Grade 5 
Directly responsible to:		Business Support Team Leader
Directly responsible for:		N/A
Location:	Office of the West Midlands Police and Crime Commissioner, Lloyd House, Birmingham, B4, 6NQ
Job Purpose:
To provide comprehensive and flexible business and administrative support to all functions within the Office of the Police and Crime Commissioner (OPCC) to meet the organisation’s needs.
	Main duties and responsibilities:

	1. Provide general administrative and business support to others within the office
2. Provide high quality assistance and advice across all platforms of communication e.g. telephone, face to face and written correspondence.  
3. Provide a reception service and support the receiving of and attending to visitors to the office. 
4. Undertake day to day administrative activities to ensure the effective running of the office, including ordering goods, administration of post and processing financial transactions
5. Manage correspondence, including the preparation of high quality responses to complaints and compliments, casework, Data Protection and Freedom of Information requests
6. Support the development of systems and maintain the agreed procedures for all requests for information, ensuring compliance
7. Maintain and operate efficient and effective record keeping and filing systems ensuring they are updated and information is stored appropriately
8. Organise and support events, conferences, meetings and briefings e.g. administration of, facilitation and minute taking etc.
9. Liaise with a range of officials, individuals, stakeholders and organisations both internally and externally
10. Produce documents, briefing papers, reports, spreadsheets and presentations
11. Support the OPCC in ensuring the Strategic Police and Crime Board and other accountability structures e.g. Committees, receive timely, relevant and evolving support in relation to administration, governance and transparency
12. Provide administrative support to HR functions such as recruitment and the day to day implementation of office policies. Support the implementation of the Work Experience programme


	Other responsibilities:

	· Provide excellent customer service
· Forge and maintain effective working relationships with all colleagues in the OPCC and other organisations locally, regionally and nationally
· Attend events and forums at which the Commissioner requires support or representation
· Comply with the framework for knowledge management to support effective decision making
· Take personal responsibility for personal and professional development and maximise own resources in a way with reflects the values of the OPCC
· Work closely with the other colleagues to improve operational practices and effectiveness 
· Ensure compliance with all OPCC policies, procedures and practices
· Undertake projects/activities as required working across a range of functions within the OPCC
· Promote diversity and racial equality, ensuring that all activities and matters have proper regard for equality and diversity issues
· Undertake additional duties as are reasonably commensurate with the level of the post






Person Specification
	FACTORS
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Qualifications
	· GCSE level with at least 5 GCSEs Grades A-C to include English and Mathematics. Or the equivalent. Or experiential learning.
	· Typing qualifications to RSA II and III or equivalent 
· NVQ Business Administration Level 3 or equivalent
	Application form

	Experience
	Experience of:
· working in an administrative or customer focused office environment
· prioritising workloads and meeting deadlines
· dealing with a range of customer focused services e.g. complaints and compliments, casework, Freedom of Information requests 
· organising and supporting events, forums and meetings
· maintaining and operating efficient and effective record keeping and filing systems ensuring they are updated and information is stored appropriately
· producing a range of high quality documents and presentations for a range of audiences and in a range of formats
· taking accurate and concise minutes of meetings
	Experience of:
· working in a political environment
· working with senior managers and officials
· carrying out research
· analysing data
· disseminating information in a range of formats
· diary management
· maintaining information management systems and processes which collect customer information

	Application form

Interview


	Knowledge and skills
	· High levels of communication, written and presentation skills
· Ability to analyse complex problems, providing clear practical solutions
· Highly developed organisational and prioritising skills
· Excellent customer services skills
· Handling sensitive information in a confidential manner 
· Ability to utilise a full range of standard office IT software/packages
· Attention to detail
· Buildings and maintaining networks and relationships
	· Knowledge of relevant legislation including Freedom of Information and Data Protection
· Knowledge of current issues facing the public sector and policing in particular, including information governance and transparency, human resources and customer service
· Research and analytical skills
· Ability to support colleagues in the use of standard office IT/packages
· Knowledge of data quality and information management
· 
	Application form
Interview
Test

	Personal Qualities
	· Proactive ‘self-starter’
· Flexible to respond to changing commitments and deadlines
· Ability to work on own initiative 
· Ability to work as part of a team to achieve objectives
· Political sensitivity and astuteness
· Promote diversity and racial equality
· Commitment to continuous professional development
	
	Interview
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