JOB DESCRIPTION: BRAMLEY AND PUDSEY CLUSTER
	POST TITLE: Administrative         Assistant
	POST REFERENCE NUMBER
	GRADE B1


	POST(S) TO WHICH DIRECTLY RESPONSIBLE: Business Manager


	POST(S) FOR WHICH DIRECTLY RESPONSIBLE: None


	PURPOSE OF JOB
This post is to provide administrative duties to support the effective operation of Bramley and Pudsey Cluster. 



	RESPONSIBILITIES
· Provide general administrative duties to support the work of the Cluster including, telephone answering, responding to email and website queries, writing letters, photocopying, filing and record keeping.
· Provide a ‘front-of-house’ service to families attending our building for meetings and courses. Liaise with the Cluster team, families and stakeholders to support with any administrative duties.
· Organise meetings and undertake support duties in terms of preparation of meeting rooms, agendas and minute taking.

· Assist in the review of administrative systems and procedures including databases and other recording systems to support the development of the Cluster and the monitoring of its performance.
· Support the monitoring and evaluation of services/activity through collecting and inputting management information using appropriate databases.
· Retrieve and organise information into standard formats to produce reports and briefing papers as required.
· Be responsible for processing enquiries and passing information in line with protocol to relevant colleagues. 
· Order services and equipment in line with Leeds City Council procedures using the Dynamics system, including the payment of general invoices and petty cash.
· Provide information about Cluster activities/services to stakeholders - children and young people, parents/carers, practitioners and managers from partner agencies as required.

· Undertake administrative duties to support the commissioning of services and contract management.
· Communicate with a wide range of stakeholders across the Cluster’s Partnership.
· Support initiatives, events and projects led by more senior colleagues.

· Work on own initiative and prioritise own workload, where necessary supporting other members of the administrative team to ensure regular weekly tasks and additional deadlines in work are met.
· Maintain high standards of confidentiality, discretion and presentation. To act in a manner which ensures the health and safety of themselves and others within the workplace.
· Maintain Fire Warden trained status to ensure the safety of those on site when responsible for opening the office.
· To work within the Council’s financial procedures.
· To ensure promotion and support of the Council’s Equal Opportunities Policy.
· To undertake any other duties commensurate to the post or grade as required by the department.
 


	RELATIONSHIPS

The post holder will be accountable to the Business Manager. The post holder will be required to form effective working relationships with colleagues within the Cluster Team and schools as well as with partner agencies/settings within the Cluster, those working across West Leeds and other areas of the City as appropriate.  Interface with families and members of the public will also be a key feature of this post.



	PHYSICAL CONDITIONS

The post holder will be based with the Cluster Team at Bramley Resource Centre. A mixture of flexible home and office working is expected.



	SOCIAL CONDITIONS
Potential for evening working on occasions.

Hours:
 22.5 hours per week Monday to Wednesday; 8:30am to 4:30pm.
This is a fixed contract to cover maternity leave and will finish on 31/10/2026.
Leeds City Council operates a no smoking policy.




	ECONOMIC CONDITIONS

Annual Leave:                   As per LCC terms and conditions 
Conditions of Service:        The NJC ‘National Agreement on Pay and Conditions of Service’ for Local Government Services as adopted or amended by the City Council.



	


	PROSPECTS

Promotion

The post holder will have access to Leeds City Council’s vacancy bulletin and would be eligible to apply for appropriate/suitable positions of employment as advertised.
Training

All staff are expected to maintain a current awareness of professional, managerial and service issues) and be responsible for their own development.

Opportunities for further training and development will be made available to all staff.
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EMPLOYEE SPECIFICATION:
Detailed below are the types of skills, experience and knowledge that are required of applicants applying for the post. The ‘Essential Requirements’ indicate the minimum requirements, and applicants lacking these attributes will not be considered for the post.  The points detailed under ‘Desirable Requirements’ are additional attributes to enable the applicant to perform the position more effectively or with little or no training. They are not essential, but may be used to distinguish between acceptable candidates.
	SKILLS
	Ess
	Des
	MOA

	· The ability to communicate clearly face to face, by telephone and in writing with a wide range of people
	*
	
	A/I

	· The ability to work to demanding and often conflicting deadlines
	*
	
	A/I/T

	· The ability to work sensitively with confidential information
	*
	
	A/I

	· The ability to operate filing systems
	*
	
	A/I

	· The proven ability to type documents, reports and correspondence to a high standard
	*
	
	A/I

	· The ability to work with a minimum of direct supervision
	*
	
	A/I

	· Competent numeracy and literacy skills
	*
	
	A/I/T


	KNOWLEDGE/QUALIFICATIONS
	Ess
	Des
	MOA

	· A qualification demonstrating ability in Mathematics and English or be able to demonstrate equivalent knowledge and/or experience
	*
	
	A/I/C

	· HNC Business Administration systems
	
	*
	A/I/C

	· RSA 2 Word Processing (or equivalent)
	
	*
	A/I/C

	· NVQ Level 3 Administration (or equivalent)
	
	*
	A/I/C

	· Knowledge of children’s services/settings
	
	*
	A/I

	· Knowledge of LCC financial regulations
	
	*
	A/I


	EXPERIENCE
	Ess
	Des
	MOA

	· Experience of working in an office/administrative environment 
	*
	
	A/I

	· Experience of working with IT packages
	*
	
	A/I/

	· Experience of raising orders and processing invoices for payment
	*
	
	A/I

	· Experience of servicing and supporting meetings
	*
	
	A/I

	· Experience of working as part of a team
	*
	
	A/I

	· Experience of using the Dynamics Finance system
	
	*
	A/I


	BEHAVIOURAL AND OTHER RELATED CHARACTERISTICS
	Ess
	Des
	MOA

	Ability to manage workload effectively
	*
	
	A/I

	Ability to work under pressure managing a range of competent tasks
	*
	
	A/I

	Ability to work both independently and as a part of a team
	*
	
	A/I

	Ability to relate to people at all levels and in a pleasant and helpful manner
	*
	
	A/I

	A flexible and positive approach to a range of tasks
	*
	
	A/I

	Willingness to work outside of normal office hours and occasionally at evening and weekend.
	*
	
	A/I

	Willing to abide by the Council’s Equal Opportunities Policy in the duties of the post, and as an employee of the Cluster.
	*
	
	A/I

	Willing to carry out all duties having regard to an employee’s responsibility under the Council’s Health and Safety Policies
	*
	
	A/I

	Willing to take personal responsibility by the Council’s Health and Safety Policy
	*
	
	A/I


	METHOD OF ASSESSMENT(MOA)
	A 
=
Application Form

T 
= 
Test

I 
= 
Interview

C 
= 
Certificate


