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JOB DESCRIPTION

	Job Title:
Directorate & Section/Unit:

Reporting to:

Responsible for: 

	Worcestershire Adult Safeguarding Board Administrator 

Directorate of Adult Services

Worcestershire Adult Safeguarding Board Manager

No direct responsibility

 

	Salary Grade:



	Scale 3



Purpose of job: 

1. To undertake and co-ordinate the administrative duties in relation to Worcestershire Safeguarding Adults Board.

2. To liaise with social workers, team managers and relevant officers of other agencies, where appropriate, to ensure the smooth operation of the Worcestershire Safeguarding Adults Board.

Main Activities & Responsibilities:

· To provide administrative support to manager and team using appropriate information technology skills.
· To receive telephone calls, deal with enquiries or re-direct as appropriate.

· To undertake arrangements for the convening of Board meetings throughout Worcestershire as directed ensuring that access to all parties is suitable.
· To accurately record minutes of meetings for the chair ensuring all actions are noted
· Prepare a final version of the minutes, copy and distribute in accordance with departmental guidance and in line with basic principles of confidentiality.
· To ensure that information, papers, reports, statistics etc are provided in a timely manner and in an appropriate format to meet defined deadlines.
· To deal with correspondence, both incoming and outgoing, respond directly to straightforward enquiries; to ensure that retained correspondence and other information is appropriately filed using electronic and manual systems; that files are kept up to date and that bring forward and reminder systems are operated.
· To undertake specific administrative projects/tasks, including research and collation of information, identification of relevant sources, and produce information reports on findings.
· To ensure confidentiality is maintained in dealing with all information and material, taking into account the requirements of the Data Protection Act.
· To understand the need for, and take part in, regular supervision to enable the postholder to manage the inherent pressures within the job.
· To carry out duties in a manner that promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equal Opportunities Policy.
Generic Accountabilities:

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training

· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job

· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy

· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy
· This post will be subject to a criminal record check under the arrangements of the Disclosure and Barring Service.
Contacts:

     In all contacts the post holder will be required to present a good image of the Directorate and the County          Council as well as maintaining constructive relationships.

     Internal: Elected Members, Directors, Heads of Service, Senior Managers, Management Teams, Managers &   

Staff across all directorates.
     External: District & County Councils, Government Agencies & Departments, Healthcare Professionals, CCG,                

        Police, Fire, Probation Service, Educational Settings, Suppliers, Contractors, Service providers, 

Statutory and Voluntary Organisations, service users, clients, customers, parents & pupils, members of  the public, volunteers       
Additional Information:


· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility

· Reasonable adjustments will be considered as required by the Equality Act.
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PERSON SPECIFICATION

Post Title:  




Administrator Worcestershire Safeguarding Adults Board
Directorate/Division: 


Adult Services

Scale / Grade: 



Scale 3

QUALIFICATIONS/TRAINING:

It is essential that the postholder has:

•     RSA Stage 2

•     IT training including word processing, specifically Microsoft 365 Outlook,Powerpoint Word and Excel
•     Trained in minute taking
It is desirable that the postholder has:

• IT qualification

EXPERIENCE/KNOWLEDGE:

It is essential that the postholder has:

· Working knowledge of IT with a high degree of computer literacy
· Working directly and effectively with enquiries from the public, staff and external agencies

· Considerable experience working at an appropriate level. 
It is desirable that the postholder has:

• Experience of producing Powerpoint presentations

· Understanding of safeguarding

SKILLS AND ABILITIES:

It is essential that the postholder has:

· Ability to interact with management and staff from within the organisation and other organisations

•    Clear concise oral and written communications skills

•    Ability to remain calm and polite under pressure

•    Ability to resolve problems and work on own initiative

•    Ability to extract and convey information to designated manager and disseminate information 
as required

·  Ability to recognise and have strict regard for confidential matters

•     Ability to plan own workload

ADDITIONAL FACTORS:

It is essential that the postholder has:

• A flexible and positive approach to work

• A commitment to accuracy and quality

• A commitment to equal opportunity

• Anti-discriminatory and anti-oppressive policies and practices.
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