	Competency Based Job Profile 



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE

	DEPARTMENT: Adult & Community Services
	SERVICE GROUP: Residential & Community services 

	POST TITLE: Admin Assistant
	REPORTS TO: Unit Manager

	GRADE: Band 5 SCP 13-17
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The following points should be noted:

1 Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job profile.
2 Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.
3 Bradford is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the Council Services.
4 The Council is committed, where possible, to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	Key Purpose of Post: 

	To contribute to the success of the organisation by:
· Providing an efficient and comprehensive reception service.

· Assisting in the provision of administrative support services to the professional staff in Adult Residential and Day Care Services.

· Maintaining the Council’s database systems in order to generate appropriate management information.


	

	

	Main Responsibilities of Post: 

	1.
To work as part of a team providing a wide range of administrative functions to a group of professionals within a Residential and Day Care Service, to include:

· Making payments to staff and clients, and assisting with the balancing and reconciliation of the office petty cash system and clients’ cash for safekeeping.

· Undertaking reception duties in order to maintain a high standard of customer care, including presentation of the reception area.

· Opening, sorting and distributing incoming mail and dealing with outgoing mail including the recording and balancing of stamp usage.

· Filing, the maintenance of case files and upkeep of filing systems.

· Upkeep of service user advice leaflets and information systems for staff.

· Reprographic services.

· General administrative assistance.
2.
Receiving, assisting and directing visitors, many of whom will be confused and/or inarticulate; be disagreeable in manner or behaviour; and on occasions may be violent.  

3.
Providing a customer advice service to callers/visitors on routine Adult Services enquiries.
4.
Inputting information into computerised systems on the Wide Area Network, including personal details of clients and their finances, in order to:-

· Facilitate the setting up of packages of care for individual clients, as agreed in the Care Plan, with independent providers and pay subsequent invoices against these.
· Pay invoices relevant to care provision.
· Produce contracts for residential care.

· Maintain the Department’s client information database, including inputting contacts, referrals, assessments and reviews, in order to meet the department’s data collection targets.
5.
The retrieval of information from the above computerised systems in order to deal with queries from staff and clients in a constructive and sensitive manner and to produce financial/statistical information when required to do so.

6.
To provide word processing, audio and copy typing services, including letters, memos, forms, minutes and reports.

7.
To set up local monitoring systems, both manual and computerised, as requested, and input and retrieve information when required to do so.

8.
To assist with the training of new starters and any other staff as appropriate on computer and manual systems.

10.
May be required to take minutes of meetings where secretarial skills are required.

11.
Attendance at relevant meetings as required.

12.
Attendance at relevant training courses as required.



	Job Dimensions: 

· Responsible to the Unit Manager, who will allocate work when necessary.  However, much of the work is self-generating plus the post holder will be expected to prioritise work within established procedures and guidelines, referring only exceptional or complex queries to the Unit Manager.  In the absence of the Unit Manager, or with regard to specific delegated tasks, will report to the Officer on duty.

· Access to confidential information (e.g. case files etc) some of which could be potentially embarrassing to individuals and the Authority and be responsible for its safe storage.

· Frequent handling of substantial amounts of money, and access to the contents of the safe including clients’ money and personal belongings.   Possibly assisting with the balancing of the office petty cash system and clients’ cash for safekeeping, ensuring that the Council’s Financial Regulations are observed at all times.

· Expected to ensure equipment is used safely and be responsible for the safety and organisation of the working area.



	If this post has decision making responsibility outline its extent: 

· Day to day decisions regarding prioritising the workload and the organisation of the working area.

· The post holder will be the first point of contact for visitors and telephone callers.  It will involve dealing with unspecified queries from people where there may be issues of communication or volatile behaviour.  This may require sensitive handling prior to decision making.



	Routine Communications: 

· All relevant Adult & Community Services Staff

· Staff from other departments within Bradford Council
· Staff from other Councils, as necessary

· Members of the public

· Outside voluntary and statutory organisations

· Councillors


	Structure: 


[image: image1]


	Core Employee Competencies

	Treats others with respect and fairness, showing genuine concern

	Seeks help and acknowledges mistakes appropriately

	Acts in accordance with the Council’s vision, values and priorities

	Treats people in ways which ensures fair access to services

	Acts with courtesy and professionalism at all times

	Is trusted and respected by others

	Is a positive representative of the Council

	Communicates openly, honestly and effectively

	Is reliable and keeps promises

	Works effectively and keeps to deadlines

	Is committed to continuous improvement

	Understands own contribution to service outcomes

	Consistently performs well

	Thinks creatively to help solve problems

	Main Technical Skills/Competencies: 

	Must be accurate & able to demonstrate good numeracy and literacy skills

	Able to work flexibly to accommodate the needs of the service

	Able to operate a range of office equipment eg. telephone, photocopier, fax etc.

	Completes clerical and administrative work with accuracy and attention to detail.

	Able to deal with internal and external customers both face to face and over the telephone

	Able to communicate sensitively and in an appropriate manner which considers the diverse needs of our communities.

	Able to use a document imaging system

	OTHER

	Able to effectively use key IT packages as recognised by Bradford Council

	Able to manage diaries to ensure smooth delivery of service

	Able to confidentially handle, count and reconcile large sums of coinage and notes.

	Effective communication and engagement with adults and carers.

· Building trust and establishing relationships to meet their cultural, religious, language and health needs

	Able to support individuals to be involved as much as possible in their own care and decision making

	Be able to work in ways that support equality and inclusion, to reduce the likelihood of discrimination

	Partnership Working – working with others within the service and external partners to put adults and carers at the heart of decision making.

· Communicating well, sharing appropriate, succinct, objective information and analysis to aid joint decision making

· Being proactive, persistent and prepared to challenge and be challenged 

· Knowing your responsibilities and others roles and joint procedures

	Be able to identify risk to enable risk assessments to be undertaken to support service user/staff safely. 

	Demonstrate an understanding of the duties and responsibilities that underpins the work of Adult Services

	Working Conditions:

· Must be able to work flexibly as required by the needs of the service.

· Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.

 

	Special Conditions: Management require that the following checks be carried out as part of the recruitment process
Enhanced CRB check

Legally eligible to work in the UK


	The three boxes below are only required to be completed for grading information

purposes

	Education/Qualifications: 

RSA/OCR Stage II Typing/Word Processing



	Experience : 

· Experience within an office/reception environment

· Experience of using computer systems/information technology



	Compiled by:

Date:
	Grade Assessment Date:


	Post Grade:

	For HR use only
	SAP Input Date
	 Name of Data Inputter 


Senior Care Assistant





Care Assistant





Driver/Care Assistant





Domestic





Activity Coordinator





Assistant Unit Manager





Admin Assistant





Deputy Unit Manager





Unit Manager








R & DC Admin Assistant October 2012
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