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Job Description

DEPARTMENT:	Strategy, Performance and Support 

POST:			Directorate Support Officer

GRADE OF POST:		GR06 

RESPONSIBLE TO:	Senior Directorate Support Officer

JOB PURPOSE:	
To proactively support the delivery of a dedicated Directorate Support service to a range of stakeholders, e.g. elected members, the public, schools, partner agencies etc.  
To support the Directorate’s core services and senior managers in the discharge of their functions, in particular, the preparation of reports/papers and communications with stakeholders.

PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Provide timely advice, support and guidance to the public and other stakeholders e.g. head teachers, other school staff, elected members etc.
· First point of contact for customer queries, requests for information and complaints from members of the public.  Operationally responsible for progressing member referrals, Freedom of Information (FOI) requests, referrals from Assembly Members and Members of Parliament. 
· Maintain accurate records on a range of operational matters, e.g. complaints, FOI requests, subject access requests, delegated powers and Cabinet/committee reports.
· Support the process to record, monitor and deliver Cabinet, Council,  committee reports and delegated powers.
· Provide support to services through the raising of purchase orders and invoices in the required timescales and through the appropriate use of a purchasing card etc.  Maintaining financial records fit for audit purposes. 
· Provide dedicated support to key directorate services, strategies, consultations and events, e.g. Standing Advisory Council on Religious Education (SACRE), Festival of Learning etc.
· Arrange all Welsh language translations for the Directorate to ensure they meet the required timescales.
· Minute meetings by agreement, including disciplinary and grievances, e.g. investigations, hearings and Access to Education Panel.
· Assist in identifying and recording processes to improve working practices.

GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees. Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.

Person Specification
Directorate Support Officer
The following attributes represent the range of skills, abilities and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential.
	Attributes

	Requirements
	Essential
	Method of Evaluation/
Testing

	Qualifications, Education &  Training
	· QCF (NVQ) Level 3 in a relevant subject or equivalent; or an ability to demonstrate competence through experience.
· Evidence of competence in written communication and in the use of numerics.
· Typing or word processing qualification RSA Stage 2 or equivalent; or an ability to demonstrate excellent keyboard skills.
	Yes





Yes


Yes
	Production of original Qualification Certificates and application form.

	Knowledge & Experience
	· Experience of using administrative and information systems.
· Experience of working in a business administration role.
· Experience of dealing with members of the public, including handling challenging situations and customers.
· Experience of working in a local government or similar environment.
	Yes

Yes

Yes
	Interview, application form and selection process.

	Skills & Personal
Qualities

	· Good administrative skills and practices. 
· Self-motivated with an ability to prioritise and mange daily workloads, producing accurate work with minimal supervision and within given timescales.
· Ability to communicate clearly and effectively with colleagues and/or the public both verbally and in writing.
· Excellent IT skills with a proficiency across the Microsoft package (e.g. Word, Excel and Outlook.
	Yes

Yes




Yes



Yes


	Interview, application form and selection process.






	Attributes

	Requirements
	Essential
	Method of Evaluation/
Testing

	Skills & Personal
Qualities
	· Ability to establish and maintain good relationships with stakeholders and colleagues.
· The ability to greet customers through the medium of Welsh is a requirement for this post.
	Yes



	Interview, application form and selection process



image1.jpeg
Bridgend County Borough Council
Cyngor Bwrdeistref Sirol Pen-y-bont ar Ogwr

..  Www.bridgend.gov.uk





