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Job Outline


	Post No. :
	91

	Post Title:
	Administration Assistant

	Directorate:
	Adult Services

	Division:
	Adult Social Care

	Section:
	Learning Disabilities Team

	Reports To:
	 Team Manager

	Location:
	Bickerstaffe House

	DBS Status:
	None

	Car User:
	None

	Grade:
	Grade D


	Role Purpose

	To provide effective and efficient administrative support to managers and staff across Adult Social Care and specifically within the integrated learning disabilities team. Answer and direct enquiries received via telephone, email or Fax. Carry out general office duties in a timely manner in line with Council policies and procedures.


	Main Duties and Responsibilities

	Deliver a flexible, efficient and effective administrative support service across Adult Services in accordance with Council policies and procedures within statutory timescales.

Answering a significant volume of telephone and email enquiries from staff, council and NHS service users, partner agencies and the general public. Will be required to and responding to general enquires.
Support internal and external customers by promptly and effectively responding to enquiries or forwarding messages to relevant individuals for follow up actions. 

Provide quality administrative support in relation to general office duties including: data input, scanning, photocopying, filing and archiving documents. 

Provide general admin support to team managers. Typing, filing updating system records.

Take telephone calls on behalf of Approved Mental Health Professionals (AMHP) on a priority basis, accurately recording the information to be immediately available to AMHP officers.

Organise and take minutes at team and safeguarding meetings.
Route daily incoming and outgoing post.

Order office supplies and equipment   

Provide summary information from available systems for Multi-Agency Risk Assessment Conferences(MARAC)
Actively contribute to and support the development of administration services, including assisting in development of accessible information.

Assist in system functionality testing following changes and/or upgrades to core systems


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

	GCSEs (Grade A-C) or  NVQ 2 or equivalent qualification, including English

ECDL

NVQ3 Business Administration
	E
D

D


	Knowledge, Skills and Experience 
Required
	Please mark which are Essential or Desirable 
	E/D

	Understand the role of learning disability support services in the community
· Able to work under pressure to agreed timescales

· Able to effectively plan and organise own work on a day to day basis and actively engage with members of the team and others to achieve objectives within agreed timescales

· Understand the principles of customer care 

· Well-developed communication skills and experienced at communicating with members of the public and a range of internal and external partners. 

· Ability to develop and maintain effective working relationships, liaising with both managers and staff 

· Demonstrate tact and diplomacy when dealing with enquiries

· Sound and accurate data input and IT skills 

· Demonstrable experience of using MS Office Suite: Excel, Word and Outlook

· Previous experience using Frameworki/Mosaic (Social care IT System) 

· Experienced at general office administration duties including: daily internal and external post, file management of both paper based and electronic records, sending/checking faxes, typing up documents, for example documents reports or minutes of meetings using corporate standard documents

· Experience of minute taking at meetings with a high number of attendees
· A flexible approach to work. Contribute and share ideas for improvement. Actively participate in the development of the team / service

· Experience working in a busy open plan office
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	Vision and Values

	Our vision for Blackpool is that it will be:

“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 - 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 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.


