
	Post No. :
	 POST00004003

	Post Title:
	Management Support Officer

	Directorate:
	Chief Executives

	Division:
	Strategy

	Section:
	Corporate Delivery Unit

	Reports To:
	Quality Assurance Manager

	Location:
	Bickerstaffe House, Blackpool

	DBS Status:
	Basic check

	Grade:
	Grade D



	Role Purpose

	To provide comprehensive administrative support to the Quality Assurance Manager and, as directed, the wider Quality Monitoring and Commissioning Team, ensuring its effective delivery to achieve the team objectives.

The role is responsible for managing information, and providing efficient, timely and customer-focused support to both internal and external stakeholders, contributing to positive outcomes and the continuous improvement of services for the residents of Blackpool.



	
Main Duties and Responsibilities

	· Provide a high standard of general administrative duties including, typing, filing and answering the telephone etc.
· To maintain and improve administrative processes for the Quality Monitoring and Commissioning teams. 
· To be responsible for the monitoring and organisation of the team’s stock and supplies.
· To ensure confidential material is stored appropriately. 
· To take minutes at a range of meetings/events as required.
· To book, co-ordinate and arrange meetings/events/conferences as required.
· To actively contribute to the ongoing development of the team.
· To input, update and access appropriate database and IT systems.



	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
	E



	Knowledge, Skills and Experience 

Required
	Essential or Desirable 
	E/D

	Knowledge
· Considerable knowledge of office skills and procedures.
· Knowledge of public sector procedures.
· Knowledge of multi-agency partnerships.

Skills
· Ability to work constructively as part of a team and to show individual initiative.
· Excellent communication skills.
· Excellent organisational skills.
· Good customer care skills.
· Good ICT and keyboard skills.
· Flexibility and adaptability.
· Ability to maintain confidentiality.
· Ability to work effectively under pressure and meet deadlines.
· Ability to take minutes in meetings.


Experience 
· Considerable experience of using Microsoft Office Word, Excel, Outlook, Databases and other packages.
· Considerable experience of taking minutes at meetings and producing accurate notes.
· Considerable experience of working in a busy administrative 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.
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