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JOB PROFILE
	Job details

	Job Title:
	Business Admin Officer

	Salary:
	£14.26 p/h

	Contract:
	12 month Fixed Term Contract

	Hours:
	37.5 hrs – part time would be considered

	Department:
	Neighbourhood Health Place Team

	Managerial Accountable to:
	Place Development Manager

	Operationally Accountable to:
	Place Development Manager

	Location:
	Hybrid- home working with travel as required, including office base in Truro at least 1 day per week

	Working Style:
	Hybrid

	Operational responsibility for:
	



	Job Summary 

	The post-holder will provide a comprehensive, professional, effective and efficient administration service to the team, including the management of multiple diaries to arrange meetings and events as required, requiring good negotiation skills to secure mutually agreed outcomes. 

The post-holder will be responsible for organising team meetings and events including the effective management of the calendar and emails ensuring work is delivered to agreed timescales and that report requirements, deadlines etc. are met.

Key Duties and Responsibilities:

Role specific
· Provide admin support for the whole place team, working closely with the admin support and project support team members as directed.
· Develop effective working relationships within broad range of internal and external stakeholders. This includes developing an effective communication network within the business support team, senior executives, and health and social care partners, voluntary and public sector organisations.   
· Carry out a range of business administration activities, with responsibility for establishing meetings, diary management and recording annual leave for team members. 
· Searching for and securing appropriate venues for a range of meetings and events.
· Timely production of papers and other documents for internal and external meetings, of which some will also relate to cross system-wide meetings including the drafting of high-quality documents (emails, letters, presentations), with varying degree of instruction or support. 
· Transcribing of minutes and notes at formal and informal meetings as required
· Ability to manage own workload and to be proactive whilst recognising boundaries of authority, knowledge and skills
· Proactively horizon scan for risks or opportunities where you can make recommendations to develop or improve to processes, procedures or methods of working within the team
· Plan, organise and balance competing priorities ensuring that you are task and result focussed to ensure deadlines are met and outcomes achieved whilst providing an efficient and effective administrative service. 
· Undertake reporting of information, including collating reports for the line manager team highlighting any risks or outstanding actions
· Ability to change to react quickly to changing demands and circumstances dealing with all matters confidentially, sensitively and with integrity. 
· Support the arrangements for team out of county travel.

General
· Actively contribute to the Organisation’s values and behaviours ensuring that relevant processes are open and transparent and encourage the confidence of staff, patients, partner organisations, the public and other agencies.
· Promote a positive organisational image.
· Promote own personal and others health, safety, and security, taking the appropriate action to report risk in accordance with policy.
· Ensure that equipment and resources are managed effectively to reduce waste and promote cost efficiency.
· Ensure the safe keeping and maintenance of equipment in accordance with policy, reporting defect or loss.
· Maintain personal development to meet the changing demands of the job, participate in an annual appraisal and appropriate training activities. 
· Ensure compliance with all Kernow Health CIC statutory and mandatory training requirements, policies and protocols.
· Take appropriate responsibility to ensure that your objectives are aligned with the core team and organisational objectives.
· To demonstrate agility through adapting to the needs of the organisation by working flexibly in response to changing organisational requirements and priorities. 
· You will be expected to carry out any other duties that may reasonably be required in line with your main duties, as directed by your line manager.

Freedom to Act

The post holder is expected to be able to work under their own autonomy delivering against the outlined duties and responsibilities but within a team environment.  The team has agreed goals and deliverables which must be undertaken in a timely way against clear specifications.

Working Conditions / Effort

Role is desk based with frequent VDU use in an office environment. May experience occasional interruptions whilst a frequent need for concentration is required. Requirement to attend meetings online and in person at office locations where access to independent travel may be required. Limited exposure to distressing or emotional circumstances or imparting unwelcome information.  

Requirement to attend meetings online and in person at office or other locations where access to independent travel may be required.

Values

Our shared values guide our actions and describe how we behave and how we make our business decisions, and we expect all employees to demonstrate its Values as follows:
· We have Integrity. We will be real, honest and authentic.
· We are Ambitious. We will seek new opportunities and not afraid to push boundaries.
· We will be Responsive. We will be proactive and responsive to our own and partner needs now and in the future.
· We are Reliable. We will be the trusted partner and for partners to know that we will deliver what we say we will.
· We will be Creative. We will look at different ways of working in the present and the future
· We will always be Professional. Everything we do, we will do it well. We have high quality standards in all that we seek to achieve

Corporate Requirements and Responsibilities

General
· Confidentiality: In line with the Data Protection Act 1998 and general data protection regulations and the Caldicott Principles of Confidentiality, the post holder will be expected to maintain confidentiality as outlined in the contract of employment. This legal duty of confidentiality continues to apply after an employee has left Kernow Health CIC. The post holder may access information only on a need to know basis in the direct discharge of duties and divulge information only in the proper course of duties.
· Health and Safety: The post holder is required to ensure health and safety duties and requirements are complied with. It is the post holder’s personal responsibility to conform to procedures, rules and codes of practice. All staff have a responsibility to access Occupational Health and other support in times of need and advice.
· Risk Management: The post holder will be required to comply with Kernow Health CIC’s Health and Safety Policy and actively participate in this process, having responsibility for managing risks and reporting exceptions.
· Safeguarding Children and Adults:  Kernow Health CIC is committed to safeguarding children and adults and therefore all staff must attend/ complete the required level of safeguarding children and adults training.
· No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Kernow Health premises and grounds are smoke free.
· Equality and Diversity: All staff have a personal responsibility under the Equality Act 2010 to ensure they do not discriminate, harass, or bully or contribute to the discrimination, harassment or bullying of any colleague(s) or visitors or condone discrimination or bullying by others.  The post holder will be responsible for promoting diversity and equality of opportunity across all areas of your work. This applies to service delivery as an employee and for anyone who you may be working with. You will be made aware of your responsibilities to uphold organisational policies and principles on the promotion of equality valuing diversity and respecting people’s human rights as part of your everyday practice.

Please note:
Rehabilitation of Offenders Act
This post is exempt from the Rehabilitation of Offenders Act 1974.  Should you be offered the post it will be subject to a DBS check from the Disclosure and Barring Service (DBS) before the appointment is confirmed.  This will include details of cautions, reprimands, final warnings, as well as convictions


	Education & Qualifications 
	Essential / Desirable

	NVQ level 3 in relevant business/administration qualification or equivalent level of qualification, or significant experience as personal assistant/business administrator  
	
Essential

	5 GCSE’s or equivalent including English and Maths
	Essential

	RSA 111 typing/word processing or equivalent
	Essential

	Knowledge & Experience
	

	Experience working at a similar level in an administrative role
	Essential

	Proven experience of working in a busy office environment
	Essential

	Communicating and liaising with all levels of stakeholders
	Essential

	Skills & Abilities
	

	Proven experience of using MS Office applications (Word/Excel/ PowerPoint)
	Essential

	Excellent planning and organisational skills
	Essential

	Prioritise workload and workloads of others to meet rapidly changing deadlines
	Essential

	Work on own initiative and take decisions on behalf of manager where and when appropriate
	Essential

	Set up and maintain effective administrative office systems both electronic and paper based
	Essential

	Apply tact, diplomacy and good problem-solving skills i.e. complex diary scheduling working across organisations
	Essential

	Organise meetings and take comprehensive accurate minutes
	Essential

	Be proactive and plan ahead, able to react quickly to changing scenarios
	Essential

	Personal Qualities
	

	Able to demonstrate compassion in the workplace with a track record of active challenge to support improvements in equality, diversity, inclusion, and/or social justice
	Essential

	Demonstrates the living values of openness and integrity, contributing to cultures where this thrives
	Essential

	Committed to continuing professional development, actively developing and supporting a continuous learning culture
	Essential

	Demonstrates behaviours that support innovation and transformation
	Essential

	Behaviours & Aptitudes required to demonstrate the Values
	

	· Collaborative  
· Honest
· Reliable
· Self-motivated
· Demonstrate integrity
· Be a positive ambassador for the organisation
	
Essential

	Additional Requirements
	

	Full driving licence and own vehicle to travel to work base and meetings around Cornwall
	Essential




	Organisational Chart

	Where my role fits within the organisation

This role will report to the Place Development Manager, as part of the neighbourhood health team.

The role will be employed by Kernow Health CIC on behalf of the neighbourhood health team.





The attached job description has been agreed by the post holder(s), where appropriate, as an accurate reflection of the roles and responsibilities of the post.  

	Postholder Name:

	

	Postholder Signature:

	

	Date:

	



The attached job description has been agreed by the line manager.

	Line Manager’s Name:

	

	Line Manager’s Signature:

	

	Date:
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