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Job Outline


	Post No. :
	7459

	Post Title:
	Administrator (Vitaline Control Room)

	Directorate:
	Adults

	Division:
	Provider Services

	Section:
	Vitaline

	Reports To:
	Control Room Supervisor

	Location:
	Phoenix Centre

	DBS Status:
	Basic 

	Grade:
	Grade C


	Role Purpose

	To provide administrative and organisational services to the Council under the general direction or guidance of senior staff.


	Main Duties and Responsibilities

	Key duties:

1.        Provide administrative and organisational services to the Council within set frameworks;

2.        Liaise with other staff, partners, customers and potential customers;

3.        Analyse and evaluate data and information and run reports;

4.        Undertake word-processing and IT based tasks including operation of relevant equipment and ICT packages;

5.        Process forms and returns, including those to outside agencies;

6.        Responsible for the updating of records systems;


	Service Specific Information

	The Administrator (Control Room) is part of a diverse team supporting the many functions of Vitaline, in particular the general office duties associated with delivering a customer-facing service.


	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	GSCEs/NVQ2 or equivalent qualification - GSCE’s /NVQ2/Level 2 Diploma, including Maths and English - Level 2 (GCSE Grade A*-C or Grades 4-9) or equivalent qualification in English and Maths (including functional skills)
	E


	Vision and Values

	Our Priorities

We have two priorities:

· Priority one - The economy: Maximising growth and opportunity across Blackpool

· Priority two - Communities: Creating stronger communities and increasing resilience

Our Values

· We are accountable for delivering on the promises we make and take responsibility for our actions and the outcomes achieved

· We are committed to being fair to people and treat everybody we meet with dignity and respect

· We take pride in delivering quality services that are community focussed and are based on listening carefully to what people need

· We act with integrity and we are trustworthy in all our dealings with people and we are open about the decisions we make and the services we offer

· We are compassionate, caring, hard-working and committed to delivering the best services that we can with a positive and collaborative attitude


	Equal Opportunities: 

We do our utmost to ensure that there 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.


