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	Job title
	Business Support Assistant Manager
	Job Reference
	10898
	Grade and Salary
	4 – £24,496 pro rata 
This role includes performance related pay progression

	Directorate
	Children and Young Peoples Services (CYP)
	Service area
	North & East Ipswich & Coastal Multi-Agency Team
	Team
	Business Support
	Location
	Waterloo Centre, Waterloo Avenue Leiston IP16 4HF
	Hours per week
	29.6
	Status
	Permanent
	This role may offer the following flexible working options

	· Working part time hours (eg different hours/days to those advertised)
· Use of flexitime / time off in lieu
· Hybrid working options, including some home working
· Working from different Council buildings
· Working adjusted core hours (eg starting later and finishing later or other patterns)

Please speak with the contact on the advert to discuss your preferences and learn more about the options that can be offered.
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	Main purpose of the job


[bookmark: _Hlk85548009]Supervise a team providing a range of administrative and financial duties supporting the efficient delivery of services within the Social Care and Early Help Teams across North & East Ipswich & Coastal areas.

	Typical responsibilities of a role at this level


Team management
· Supervisory responsibility for a business support Team, including day-to-day performance management of staff and Personal Development Reviews (appraisals).
· Assist with or undertake the recruitment and selection of new staff as appropriate.  
· Prioritise and plan own and/or others workloads. 
· Provide training or induction as appropriate to team members and other business support staff.
· Ensure that team members understand and follow corporate and Directorate policies and procedures.
· Ensure that team members are aware of and comply with information handling procedures (including information legislation such as the Data Protection Act and Freedom of Information Act).
· Provide cover for other Business Support Assistant Managers or Team Leaders or Business Support Managers where appropriate.
· Take action to maintain a healthy and safe working environment for team members.

Communication
· Develop good working relationships with internal and external customers, including regular communication, problem solving, and identification of improvements.
· Deal with a wide range of internal and external enquiries efficiently and within Information Management guidelines. 
· Undertake research and present information to others as advice or more formally in written reports or PowerPoint presentations.

Processes and procedures
· Contribute to or assist in the development of practices, systems and procedures, and support their implementation in the Directorate and team to achieve service targets, and support wider initiatives and projects.
· Maintain or oversee the accurate recording and maintenance of office or team records.
· Resolve day-to-day issues to ensure effective and efficient support is provided.
· Diary management, making appointments, arranging and preparing for meetings, taking minutes etc.
· Assist in preparation of annual workload or financial estimates and contribute to the collation of annual business plans and budgets, monitoring turnover or expenditure to ensure effective control.
· Undertake delegated Health and Safety assessments and assist with Health and Safety audits as required. 
· Contribute to the completion of financial and administrative and legislative returns to internal and external customers.

Project work
· As part of project teams, help develop and implement change and introduce new processes within their team or more widely.

[bookmark: _Hlk62232566]Level of Autonomy and Decision Making
· Majority of work is covered by guidelines and procedures but you will be expected to use initiative e.g. when scheduling and prioritising work for others, resolving enquires and dealing with unexpected problems or situations. 
· You will report to a manager who will be available for direction and guidance on unusual or serious problems.


	About the team 


The business support team consists of 15 staff across the three office locations in Leiston, Felixstowe and Ipswich.  We support over 100 staff including Managers, Social Workers, Family Support Practitioners & Youth Support Workers to ensure they are able to offer front line support to vulnerable children and their families.  You will report to the Business Support Manager.

	What you will be expected to deliver in the role


Overseeing the day-to-day work of the Business Support Officers, you will be part of the Management team, directing and guiding priorities, ensuring work is done to a high standard, follows correct procedures and is done in a timely fashion to meet deadlines.

Although this list provides examples of what you will be doing it’s not intended to be exhaustive and you will have personal objectives linked to our People Plans and Strategies that will be discussed and agreed with your line manager when you start.

	Person Profile – what you will bring to the team


Qualifications and professional memberships
1. Relevant qualification such as NVQ3 or equivalent level of knowledge and experience.
2. Good standard of literacy and numeracy.
3. NVQ 4 in relevant subject or equivalent level of knowledge and experience. (Desirable)
4. European Computer Driving License (ECDL) or equivalent. (Desirable)

Values and personal qualities
5. Demonstrates personal values and behaviours aligned to our corporate WE ASPIRE values.
6. Passionate about making a positive difference for Suffolk.
7. Demonstrates self-awareness and aims to improve their work.  	
8. Committed to working as part of a team.						
9. Flexible in approach to meet the demands of the post and team.
10. Resilient under pressure and ability to remain positive when challenged.	
11. Resilient in the face of challenge.						
12. Ability and enthusiasm to manage change and work flexibly and learn and adapt quickly to changing priorities and ways of working.
13. Self-confident and perceptive to enable open and honest relationships with staff.	

Specialist knowledge skills and experience
14. Experience in successfully carrying out a range of administrative and financial procedures.
15. Previous experience of managing budgets and financial information.
16. Some experience of supervising staff.
17. Excellent working knowledge of Microsoft packages, e.g. Word, Excel, PowerPoint, Outlook etc.
18. Knowledge and use of general office equipment.
19. Accurate keyboard skills.
20. Sound knowledge and understanding of a range of administrative procedures, e.g. financial, secretarial, HR, operational etc. 
21. Accurate note taking or minute taking skills.
22. Organisation skills to prioritise own work and work of others, to meet deadlines.
23. Demonstrates an understanding of confidentiality and data protection requirements in the workplace.
24. Ability to work on own initiative.
25. Research and problem solving skills to deal with queries and issues.
26. Knowledge of health and safety regulations.
27. Good verbal and written communications skills. Can deliver messages on a wide range of information and communicate complex information effectively. 
28. Confident communicator who can:  
a. provide advice and guidance on a range of issues to internal and external customers, e.g. relating to administrative processes and procedures, directorate policies and practices etc.;
b. represent their team internally and externally;
c. deal effectively with people issues in their team.
29. Influencing and negotiating skills.
30. Delegation skills to prioritise and manage workloads effectively. 
31. Team player willing to share knowledge and expertise with others.
32. Good people management skills: able to manage teams effectively, interview, run performance appraisals, identify training needs and provide basic training and demonstrate tasks.
33. Presentation skills to deliver information and reports to managers and other staff.
34. Demonstrates a positive attitude, commitment and enthusiasm.
35. Experience of managing staff. (Desirable)
36. Knowledge and understanding of corporate standards, and legislation requirements relating to the provision of services, particularly in relation to team specialism. (Desirable)
37. Ability to share knowledge and present new information to others, possibly in a formal setting. (Desirable)
38. Ability to lead and motivate a team. (Desirable)

Additional requirements 
[bookmark: _Hlk62226532][bookmark: _Hlk62226925](These are required for this role, but it is not necessary to demonstrate in your application)
39. Willingness to become a mentor, coach or super user.
40. Willingness to develop knowledge and understanding of the services provided by the Council.
41. Willingness to learn the Directorate’s administrative and finance management systems.

[bookmark: _Hlk83736119]Travel requirements
[bookmark: _Hlk83725090]We positively encourage the use of technology to communicate and engage, but on occasions, there may be a requirement for you to travel using reasonable and suitable means available to you.
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[image: Suffolk County Council's WE ASPIRE Staff Values logo]

At Suffolk County Council our WE ASPIRE values set out the behaviours we expect from everyone in the organisation regardless of who they are, what their role or grade is or where they work.  

The values have been developed through feedback and input from employees at the council and underpin how we go about our everyday work.  They define us and help us to be the best we can be. 


	W
	Wellbeing – Looking after yourself and each other #oneteam

	E
	Equality – Respecting, valuing, embracing, and celebrating everyone’s unique differences

	A
	Achieve – We are the best we can be

	S
	Support – We work as one team

	P
	Pride – We are passionate about making a positive difference to the people and place of Suffolk

	I
	Innovate – We believe that every penny counts and every minute matters

	R
	Respect – We give and earn respect

	E
	Empower – We empower, encourage, and motivate



[bookmark: _Hlk68683165]Visit our careers pages for more information on our ASPIRE values.
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In addition to our WE ASPIRE values, we also have a Customer Commitment which sets out a number of strong principles that help support high standards of customer service and care that we can all endeavour to consistently demonstrate.  

The commitment applies to all roles in the council. We all have customers, whether they are internal or external, and we all have a responsibility for striving to consistently deliver excellent customer service.  

Importantly, the commitment also covers our expectations of customers when they contact us and access our services.

Click here to view our Customer Commitment.

	Guaranteed Interview Schemes
	If you are a care leaver or have a recognised disability, please tell us on your application form and we offer a guaranteed interview for those who meet the essential criteria from the role.

	Reasonable Adjustments
	If you have a disability or long-term illness that may prevent you from meeting any of the essential criteria, please contact us to discuss whether a reasonable adjustment can be made.
Tel: 03456 053 000   Email: recruitment@suffolk.gov.uk

	Parental Leave
	We are happy for you to apply if you are pregnant, on maternity leave, or another kind of long-term parental leave.  If you are the best person, we will wait for you and appoint someone else on a temporary basis if needed.



	We offer a fantastic working environment including diverse and active staff networks,
great flexible working options and many benefits, as well as the opportunity to improve the lives of Suffolk residents. Visit the Suffolk County Council career website to learn more.
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