BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION

JOB TITLE:
Relief Administrator ( Level B)




REPORTS TO:
Line Manager




DEPARTMENT:
Admin All Areas




SECTION:
Admin All Areas

__________________________________________________________________

1. PURPOSE OF JOB

Responsible for a specified range of clerical and administrative functions either working alone or as part of a team. The role may involve dealing with complex problems and issues, taking the initiative to make decisions under the guidance of senior staff and management.
2.   PRINCIPAL ACCOUNTABILITIES
1. To undertake administration and clerical tasks as directed which will include word processing, photocopying, answering the telephone and recording messages, distributing mail, filing, e mailing, manual and electronic diary management and completing routine forms.

2. Arrange hospitality for visitors and guests as and when required.

3. Deal with complex and difficult issues as required and using initiative to resolve them whilst having an awareness of when to refer to a senior person.

4. Act as first point of contact for enquiries in the work environment from customers and clients.

5. Identify, set up and manage manual and electronic records and management systems as and when required.

6. Undertake routine financial administration that will include the safe handling of monies and occasionally account for small payments of petty cash and the reconciliation of agreed financial accounts.

7. Operate office equipment (photocopier, fax machine) as and when required and report any faults to the appropriate person or arrange repairs and servicing following procedures as instructed.

8. Liaise with others as required to foster good working relationships to enable efficient service delivery.

9. To uphold the Council’s Equal Opportunities Policy.

10. To uphold the Council’s Health and Safety Policy particularly with regard to agreed codes of practice and safe methods of working.

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.

You will be consulted about any proposed changes.

Equalities: 

To uphold and carry out the duties of the post with due regard to the City Council’s Equalities and Equality in Employment Policies.

You must be prepared to be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety of such employees and areas of the workplace as fall under your direct control and for complying with legislation relating to such works and contracts as are within your direct responsibility.

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

JOB TITLE:

Relief Administrator (Level B) 

GRADE:

3/4

DEPARTMENT:
Strategy & Governance 

SECTION:

Admin All Areas 

CRITERIA

ESSENTIAL CRITERIA

Job Related Education and Qualifications

and Knowledge
· Excellent written and verbal communication skills

· Good knowledge of Word, Excel and Powerpoint

· Knowledge of routine office procedures and relevant technology (filing, record keeping, photocopying, distribution)



Experience


· Significant experience of general clerical and administration work

· Experience of working in a team

· Experience of working with the public



Skills/Abilities


· Ability to produce accurate work

· Ability to undertake a range of administrative procedures

· Ability to organise and prioritise work

· Demonstrable experience of working on own initiative

· Ability to deal with complex and difficult situations

· Excellent numerical and literacy skills in order to undertake a range of tasks

· Excellent keyboard/ computer skills for efficient data input

· Ability to communicate in a polite, friendly and helpful manner in person and on the telephone

· Ability to be flexible in an ever changing work environment

· Ability to work as an effective and supportive team member

Equalities 


· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy.



Other Requirements




