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Job Profile
Senior Business Administrator Grade: 6  ID 14560 Date created: Oct 22

About the Job

o To support in managing and leading a team to deliver a comprehensive administration and support function within the service area to meet the
needs of customers

e To assist in the allocation of administrative resources to meet the business needs of the service area, supporting the political
process and associated meetings and communications through effective partnership working

e To ensure that there are effective, efficient and consistent administration and support standards across the service area, providing
support and advice to managers as appropriate

e To build relationships across administrative teams within the organisation

o To assist in the realisation of business efficiencies and financial savings through the effective use of ICT systems within the
service area or through other innovative ways of working

e To carry out projects as required

. . - X Stonowall|
We want to be an employer of choice, attracting and retaining excellent people to work for us, so that we can best serve ‘/M-NDFUL \3?3'5'3%7?3 %69 B disability
) f I . . . : : . . uwnon
all of Gloucestershire’s diverse communities. Our promise to you is that we will provide an inclusive and supportive -

working environment that enables you to bring your whole self to work and realise your full potential.



sk Gloucestershire

10N -
COUNTY COUNCIL

This is what we need you to do...

o To support the development and skills of the administrative
support team and reviewing performance in conjunction with
the service area

¢ Development and maintenance of office systems to ensure the
effective and smooth running of the office and to take personal
responsibility for the maintaining and seeking opportunities for
improving standards

e To ensure compliance with corporate administrative and
financial standards

o To undertake a range of complex business or administrative
tasks as required and to improve the effectiveness of the
service area

¢ Ensuring structure charts, services profiles, briefing sheets and
web pages are in place and up to date

¢ Ensure the delivery of a high quality service to customers

e To provide support with financial matters, including support for
budget monitoring, provision of financial information and
procurements requirements

o Prioritising issues and ensuring that urgent or significant
matters are dealt with as appropriate

¢ Undertaking information gathering and coordination as
required

e Taking forward actions to ensure completion of projects

We want to be an employer of choice, attracting and retaining excellent people to work for us, so that we can best serve
all of Gloucestershire’s diverse communities. Our promise to you is that we will provide an inclusive and supportive
working environment that enables you to bring your whole self to work and realise your full potential.

Coordinating and enabling the service area to fulfil its corporate
obligations e.g. Plans, performance reporting etc

Ensuring administration of meetings and ensuring actions are followed
Drafting and presenting management reports and communications

Developing effective working practices, standards and systems for the
service area and ensuring they are implemented consistently and
effectively

Managing, coordinating and developing staff in the team, including
participation in recruitment and training as required as well as ensuring
that new starters / leavers have been processed

Ensuring the quality of information / data produced and managed by
the team meets corporate standards and is fit for purpose

Assist with the response to all customer enquiries and requests for
data in accordance with corporate standards and agreed guidelines

To ensure confidentiality is maintained at all times within in your
service area

To assist with statutory procedures within relevant service area
To undertake such other duties related to the work of the organisation

as may be assigned that are consistent with the nature of the job and
its level of responsibility
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Principal Contacts Special Conditions
» Executive Offices and Support functions, Director(s), and other e Assist in the implementation of the organisation’s equal opportunities
Senior Officers objectives with particular reference to any targets / positive actions set

out in the [Fairness & Diversity Strategy]
e Leadership Team
o To adhere to all organisation Health and Safety policies and
e Elected Members, non executive directors, Trustees and boards or procedures and other County Council policies and procedures
equivalent applicable to employees

e Directors, Senior Managers, Service Users and members of the Some positions will be subject to an enhanced DBS disclosure

public

¢ Internal and External customers / organisations

Monitoring and ongoing development of outcomes

As part of the annual appraisal, outcome based targets will be developed in conjunction with the post holder and will supplement this job profile. The job
profile will be subject to regular review and the Council reserves its right to amend or add to the accountabilities listed above.
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The ideal candidate will have...
Experience

¢ Significant experience of managing administrative functions and
budgets

e Experience of line management, delegation, supervision and
performance assessment

e Managing work independently

o Experience of administration and office systems

e Customer focussed business planning and delivery

o Ability to support the improvement of business processes
e Experience of working in a busy office environment

e Experience of undertaking complex administrative tasks, progress
chasing and working to tight deadlines

e Project management

Behavioural attributes

e Aligns with Gloucestershire Employee Values and behaviours which are

available on our website

e Our values are Accountability, Integrity, Empowerment, Respect and

Excellence

e Strong customer focus with a commitment to ensuring the provision of high

quality services, both internally and externally

e Able to use initiative and be proactive

e Ability to respond quickly to changing priorities and manage own workload

as well as workload of others

¢ Results orientated with a proven track record of success

o Excellent interpersonal skills and ability to work as part of a team and sets

high standards by example

o Positive attitude to problem solving and innovation and flexible and

adaptable approach to challenges and work

¢ Attention to detail and excellent organisational skills with ability to respond

to tight deadlines and handle priorities

e Committed to continued professional development
e Commitment to team working across service area

¢ Flexible approach to working and providing administrative support as

required
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Knowledge, Skills and Understanding Education & Qualifications
Essential
e Skilled in Microsoft Office Packages, e.g. Word, Excel, and

PowerPoint etc ¢ Diploma or NVQ 3 in Business Administration or appropriate equivalent

qualification / experience
e Excellent communication skills, both written and verbal at all levels

o Educated to GCSE level in Mathematics and English to Grade C or above
o Effective time management

¢ Negotiating and influencing skills
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