
	Post Title:
	Business & Administration Officer

	Directorate:
	Places

	Division:
	Adult Learning

	Section:
	Blackpool Learning Rooms 

	Reports To:
	MIS and Business Support Officer

	Location:
	The Place, 1 Clifton Street, FY1 1JD

	DBS Status:
	None

	Grade:
	Grade E



	Role Purpose

	To provide administration and business support across a range of services within Blackpool Learning Rooms. 

To ensure the complete and accurate collection of data within the team and support timely returns to the Department for Education (DfE) so that funding for the service is protected and maintained. 

The role also includes leading and supporting a small team of administration staff. 



	
Main Duties and Responsibilities

	· Provide administration and business support to the MIS and Business Support Officer ensuring that financial procedures and systems continue to meet service requirements.
· Oversee the collection of all data within the TERMS system and regularly review arrangements and outcomes with the MIS and Business Support Officer to ensure timely intervention, enabling accurate and punctual returns to the DfE to secure continued funding. 
· To be the main contact with the Council ICT department for all issues relating to TERMS and Funding Information System (FIS), including ongoing support and essential system updates.
· To oversee and be the main contact for financial systems such as TechOne, all invoices, payments and requisitions. Carry out quality checks and provide intervention where required to support timely authorisation by the MIS and Business Support Officer.
· To be the main contact for the Learner Records System to ensure all learners are correctly entered on funding returns.
· Support the MIS and Business Support Officer with technical issues relating to TERMS ensuring the system is updated regularly so that the MIS and Business Support Officer and Curriculum Managers accurate information for planning and monitoring. 
· To provide all necessary assistance in the planning and organisation of courses for Curriculum Managers, ensuring the curriculum planning process is followed and that the team maintains an accurate and up‑to‑date calendar. 
· To supervise the administration team ensuring the delivery of high‑quality support to the MIS and Business Support Officer Curriculum Managers and the wider tutor workforce. 
· Arrange for staff to attend enrolment sessions, celebration events and tutor meetings, including any required support for courses and invigilation of classes.



	Qualifications
	Essential or Desirable 
	E/D

	· Level 2 (GCSE Grade A*-C or Grades 9-4) or equivalent qualification including functional skills in English and Maths
· NVQ Level 3 Business Administration qualification or equivalent	
	E

D







	Knowledge, Skills and Experience 

Required
	Essential or Desirable 
	E/D

	Knowledge
· Considerable knowledge of the TERMS data collection system and DFE returns procedures.
· Considerable knowledge of cash‑handling procedures, general administrative processes and office administration.
Considerable knowledge of Microsoft Office applications, Google Drive and their practical use in an administrative environment.
· Knowledge and understanding of the DfE’s Financial Information System
· Knowledge of performance‑monitoring frameworks.

Skills
· Ability to work unsupervised.
· Ability to work effectively as a member of a team.
· Ability to communicate clearly and professionally with staff and members of the public, both in writing and verbally. 
· Ability to work under pressure, manage competing priorities and meet deadlines.
· Flexible, adaptive and responsive to organisational change.
· Ability to understand and apply the Council’s financial procedures.
· Ability to analyse numbers, data and statistical information.
· Ability to run the DfE Financial Information System and carry out error corrections before each financial return. 

Experience 
· Considerable experience of collecting, analysing and reporting management information.
· Considerable experience of general office and administrative procedures.
· Considerable experience of financial controls and configuration of POS booking systems.
· Considerable experience of dealing with customers in a professional environment.
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	Vision and Values

	Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.
Our Priorities
We have two priorities:
· Priority one - Communities: Creating stronger communities and increasing resilience.
· Priority two - The Economy: Maximising growth and opportunity across Blackpool.
Our Values
We aim to:
· Deliver quality 
· Be fair 
· Be accountable 
· Be compassionate 
· Be trustworthy 


	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.



