[image: ]
Job Profile 
Request Support Assistant	JEID: 13587 Grade:	4 		Date created: Dec 2024
	About the Job    
To provide effective and efficient clerical and administrative support to the Request Management Team, this will also include providing support for the arranging, coordinating and communicating training, meetings, purchases and all related information and records. 

	 This is what we need you to do... 

· Have a working understanding of the application of access to information regulations relevant in a local government context, including the Freedom of Information and Data Protection Acts, and to be able to apply these when dealing with enquiries.  
· Log, validate and monitor requests and enquiries received by the Request Management Team as and when required (to include FOI, EIR and information rights requests and also disclosure requests).
· Where handling disclosure requests, to liaise with the Constabulary and other organisations regarding their requests and facilitate appropriate access to council information in response to them; to keep accurate, appropriately filed records of information shared with the partner agency.
· Process and collate information to assist the team with responding to requests, including de-duplicating, scanning, copying and filing information.  This includes maintaining filing systems and records as required and to take personal responsibility for maintaining standards of confidentiality. 
· Provide a helpdesk service by acting as the point of contact for answering telephone calls or face-to-face enquiries and taking and forwarding messages as appropriate, ensuring such enquiries are dealt with in a professional, accurate, sensitive and timely manner with a high standard of customer care.
· Provide efficient and effective clerical and administrative support to the Request Management Team and other parts of the Information Management Service flexibly and in a timely manner.  This includes answering telephone calls, taking messages, dealing with the post; logging advice; booking and co-ordinating meetings, discussions, events and training making best use of resources; distributing information; maintaining stationery supplies and accurate diaries and calendars for the team.  
· Assist with arranging purchases; organising building and maintenance work and keeping and maintaining appropriate records of this. 
· Input records data into the Records Centre system.
· Ensure the security, confidentiality and well being of the records passing through the service and taking personal responsibility for maintaining service standards of confidentiality throughout.
· To support the service and Council by contributing to the writing, running and analysis of reports.
· Undertake such other duties equal with the grade and nature of the role as required by the IMS Manager and the Head of the Information Management Service.

	· To perform other duties appropriate to the grade as requested.

Special Conditions
1. Leave is to be arranged in conjunction with colleagues in the Information Management Service to ensure adequate cover at all times.
1. May occasionally be required to work outside office normal hours.
1. Hot desking and working from home or other office based locations may be necessary. 
1. Occasional working at height and using ladders in strongrooms. 
1. An ability to lift and carry 10kg weights on an occasional basis and use access equipment for shelving up to 3 meters from ground level will be required.
1.    Lifting and transport of boxes around the building and at off site stores. 







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.
	
The ideal candidate will have... 

Experience

1. Experience of working in an administrative, clerical or support services setting
1. Experience of working in a customer facing environment (face to face and on the telephone)
1. Experience of working with people and supporting them at all levels in the organisation
1. Relevant office experience including word processing of letters, memoranda and reports, and mail-merge functions; filing and letter-writing; scanning and copying
1. Experience of working in a local authority
1. Proven experience of meeting deadlines successfully
1. Knowledge of the Freedom of Information and Data Protection Acts
1. Experience and understanding of working with sensitive and confidential information

Knowledge, Skills and Understanding

1. Good general knowledge of information compliance and/or records management and/or information security issues
1. Good IT skills including experience of using spreadsheets and databases
1. Ability to interpret legislation
1. Knowledge of local government records
1. Knowledge of the responsibilities of the wider public sector
1. Excellent organisation skills
1. Effective verbal and written communication skills 
	

Behavioural attributes

1. Customer-focused approach
1. Self-motivated with the ability to work without supervision and able to work on own initiative
1. Ability to organise and prioritise workload
1. Works flexibly, efficiently and accurately
1. Ability to work to deadlines
1. Able to respond to changing priorities, and to cope positively with the demands of a busy office
1. Willingness to be part of a team and be a good team player
1. Willingness to learn new software packages and computer applications

Education & Qualifications
Essential
1. GCSE Maths and English A-C or equivalent
1. Business Administration NVQ or equivalent qualification
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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.
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