Youth Focus West Midlands 

Business Support Officer



Job Description

Responsible to: CEO

Working hours: 10 hours per week 

Pay rate - £11 per hour

This job role is self-employed and therefore the post holder will be responsible for their own tax and national insurance


Job Summary
To provide a range of comprehensive administrative/business support services for YFWM
To deliver an effective, efficient, and professional front line service. 
To work with the CEO and the Board to share and promote good practice

This job description is a guide to the work you will initially be required to undertake. It may be reviewed from time to time to meet changing circumstances.

Current duties and responsibilities 
1.Provide a range of administrative/business support services including word processing, formatting of complex documents, filing, photocopying etc. 
2. Process incoming and outgoing mail (paper or electronic) in an appropriate and timely manner
3. Provide an effective, efficient and professional front line service, acting as first point of contact for callers, (either face to face or on the telephone as required).  
4. Respond to queries within pre-determined guidelines, take, and pass on accurate messages, complete appropriate paperwork and/or electronic records, progress chase etc 
5. Provide administrative support at meetings, workshops and events including agenda preparation, collation of supporting papers, minute taking, and production and distribution of minutes/action notes. 
5. Provide and maintain an effective filing and records system, (manual and electronic).
6. Input, update and maintain records accurately and in a timely manner, and in accordance with service standards and targets.
7. Provide support in relation to arranging meetings, booking appropriate venues/hospitality, making arrangements for travel etc
8. Undertake clerical duties of a non-routine nature which may involve information/materials of a confidential nature (such a personal records) and which may require a degree of interpretation and personal initiative.



Communication
9. To deliver an efficient and effective front-line service as first point of contact service users and members of the public in line with standards, policies, timescales and guidance set down by YFWM
10. Under direction, prepare written communications in response to other agencies, enquiries and complaints and maintain appropriate records.

Financial 
11. As appropriate, work in conjunction with the CEO to ensure that all work is completed with accuracy and to required deadlines. 
12. Process financial transactions and maintain records that are relevant to the service area such as petty cash, invoices etc. in accordance with Financial Regulations.
13. Collate and maintain information and statistical data for the preparation of reports, returns and management information for the theme or section. Assist with the compilation of reports as requested.
14. Assist with budget monitoring 

15. Present a professional image of YFWM at all times


16. The post holder must at all times carry out his/her responsibilities with due regard to YFWM’s policy, organisation and arrangements for Health and Safety at Work.

17. It is the post holder’s responsibility to carry out their duties in line with YFWM’s policy on equality and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment. The post holder should act as an exemplar on these issues and should identify and monitor training needs for themselves and any employees for whom they may be responsible, in line with this policy and also the Equalities Act 2010.

18. To participate in YFWM’s Appraisal Scheme.

19. Such other duties as may be appropriate to achieve the objectives of the post to support YFWM in the fulfilment of its objectives commensurate with the post holder's salary grade, abilities and aptitudes.












Person Specification

Qualifications/Experience
OCR Level 2 or equivalent in Word Processing or the ability to demonstrate an equivalent competency. 
GCSE English and Maths Band C or equivalent qualification.
Experience of using Microsoft Office application, e.g Word and Excel, PowerPoint, Google Drive

Experience
At least two years’ experience of working in an administrative/business support environment. Experience of using computer systems in an administrative environment, with particular emphasis on Microsoft Office products e.g Word and Excel, and PowerPoint. 

Training
Willingness to undertake training identified as necessary.

Special Knowledge
A working knowledge of computer systems, with particular emphasis on Microsoft Office products e.g. Word and Excel and PowerPoint.
An awareness of equal opportunities. 
An understanding of the confines of Confidential Working, e.g Data Protection, Freedom of Information

Circumstances
Flexibility of location and working hours dependent upon the needs of the service. This job is mainly home based with occasional need to attend and support meetings in Birmingham or the wider West Midlands region.

Disposition
Ability to produce consistently accurate work.
Ability to effectively prioritise work to meet deadlines using own initiative. 
Ability to work on own initiative and contribute to effective team working. 
Calm and approachable disposition, capable of dealing with a variety of situations, clients and groups – sometimes under pressure. 
Capable of adapting to changing circumstances. 
Confident and diplomatic.

Practical and intellectual skills
Effective IT skills and the ability to produce a variety of well-presented and accurate documents using Microsoft Word, PowerPoint, Excel. 
Ability to take accurate records of meetings. 
Effective written and verbal communication skills. 
Ability to understand and interpret instructions. 
Ability to interpret statistical information. 
Effective prioritisation, organisational and time management skills. 
Effective literacy and numeracy skills. 
Ability to respond flexibly to customer and business needs

