POST DETAILS PACK

JOB REF: AAA13385

Relief Administrator (Level B) 

Various Locations 

£7.85 per hour 

CLOSING DATE: 
ASSESSMENT DAY DATE: 
Please note that this post is exempt from the Rehabilitation of Offenders Act 1974 and is subject to a Criminal Records Bureau disclosure check.
Your HR contact for any queries regarding this post is Kim Allen, who can be contacted on 01273 291531
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Dear Candidate 
Thank you for your enquiry regarding Admin All Areas Relief Administrator (Level B). I have pleasure in sending you a recruitment information pack, application form and further information about the post. Please see attached question and answer sheet for further information on Admin All Areas. 

Your application is important to us and we want to make our recruitment process as easy as possible. Please take a few minutes to read the following notes and, if there is any other assistance we can provide, please do not hesitate to contact me on (01273) 291531.

· Shortlisting for interview will be based solely on the information you provide on the application form. Please include evidence of how you meet each of the criteria set out in the person specification, providing examples where possible. 

· Should you need to use supplementary sheets when completing your application, please make sure that these are clearly marked with both your name and the post for which you are applying. 

· We would be grateful if you would complete the enclosed recruitment monitoring form. This is used for monitoring purposes only and is strictly confidential. It does not form part of the shortlisting process. The Council has an obligation to monitor the make-up of its workforce and is also keen to ensure that the workforce reflecting the diversity of its population. If you have any concerns regarding this, please contact me on 01273 291531 to discuss further. 

· Please return your application by e-mail to: jobs.brighton-hove.gov.uk
or by post to: HR Support, Human Resources, Brighton & Hove City Council, King’s House, Grand Avenue, Hove BN3 2SR or alternatively you can apply on-line.
· All applicants shortlisted for interview will be contacted as soon as possible. If you are not invited to interview and would like feedback please contact the recruiting Assistant, Kim Allen, on (01273) 291531. 

· Please note that due to the increased cost of postage, we are unable to acknowledge receipt of application forms or let candidates know that they have not been selected for interview. Therefore, if you have not heard from us within four weeks of the closing date, you must assume your application has been unsuccessful.

· We hope you find our recruitment process easy to follow and well administered. However, if you are not happy with our service or have other feedback please contact Katie Ogden, Head of Human Resources Management, 4th Floor, King’s House, Grand Avenue, Hove BN3 2SR. You will receive an acknowledgement of receipt of your complaint within 2 working days and will receive a full response within 10 working days. If you are not happy with the response, please contact Alex Bailey, Director of Strategy & Governance at the same address.  

We have enclosed further guidance with the application form. Please read this before completing the form.

Yours sincerely

Kim Allen 

HR Administrator

FAQ – ADMIN ALL AREAS 

What is Admin All Areas?
Admin All Areas is an internal pool of relief workers who specialise in providing a high standard of (short-term) administrative support across Brighton & Hove City Council. Admin All Areas is the first point of call for all short term temporary work across Brighton & Hove City Council.

There are two levels at which you can join Admin All Areas: Level A, which will include a range of clerical tasks facilitating the delivery of services and providing support. IT skills are required with one years admin experience. Level B, which will include managing the delivery of admin processes, updating and collating information and may include some staff supervision. IT skills are required with admin experience in a supervisory role. 

Employment is on a casual basis and you will be contacted directly by the relief staff team if and when work is available. 

PLEASE NOTE:

WE ARE UNABLE TO GUARANTEE HOURS OF WORK

What is the purpose of Admin All Areas?
Admin All Areas will provide quality cover for short-term placements. All workers will have passed a competency-based interview and a set of tests to a required standard. The pool will provide cover for periods of staff sickness, holiday, maternity/paternity leave and vacant posts.

Job descriptions and person specifications are available for working with Admin All Areas, levels A and B. These are available online at jobs.brighton-hove.gov.uk
I have no experience of this type of work, can I still apply?

Candidates will be selected against how well their skills and experience match the requirements of each role. Given the nature of the work involved candidates will be required to have some experience of working in an office or of administrative procedures. No educational qualifications are required for the role as you will be tested on grammar, Microsoft word and typing. 

My previous employers are not available to give a reference, who else can I use?

If you are unable to provide details of two previous employers, please state on your application form the reason for this. We are able to obtain a character reference if an employment reference is not possible.  We can accept references from teachers/lecturers.  We will also accept character references from someone who knows you well.  We cannot accept references from members of your family.

Where will I work?

The majority of Brighton & Hove City Council operates from offices which are located in either central Brighton or central Hove, however there may be opportunities to work in other areas of the city. As a member of Admin All Areas you have a choice as to whether you accept a placement or not.

How do I apply?
If you are interested in applying for a place on Admin All Areas, you will need to obtain an application form and Job Description these can be found online at jobs.brighton-hove.gov.uk and your application can be completed via our jobs site.

What happens after I submit my application form?

Your application form will be submitted for consideration with other applications which have been received. Short-listed candidates will be invited to attend an Assessment Centre where they will be tested and interviewed. Unsuccessful candidates will be informed in writing.  

What do I need to bring with me to interview?

You will need to bring proof of eligibility to work in the UK and proof of residency.  Full details will be included in your invitation to interview.

If I’m successful at interview, how soon can I start work?

There are several checks that will need to be processed before we can offer you work.  We require two references, a health clearance, and a criminal records bureau (CRB) disclosure check prior to you being offered work. Standard CRB checks * are conducted on all candidates as some placements may involve working in an environment where there are vulnerable clients or access to confidential records.   It is expected that all checks will be completed within 2 weeks 

There may be a delay in starting work if the necessary forms are completed incorrectly.

What hours of work are available?

We can offer you full or part-time hours as there will be a variety of placements available. However we reserve the right not to provide you with work and you are under no obligation to accept work.  Accordingly you may not have continuity of employment between engagements.

Your days and hours of work will be confirmed on each occasion that you are offered and accept an engagement.

Working Time Directive

The Council is required to take all reasonable steps to ensure that workers do not exceed the maximum hours per week. The statutory maximum hours per week (as laid down by the Working Time Directive) is an average 48 hours over a 17 week period, extended in certain circumstances to a 26 or 52 week period. The Council has a responsibility to ensure that you do not exceed the statutory maximum hours per week.  However it will be your responsibility to advise the Council if you have other employment with any third party, which will bring your total working week over the statutory maximum.

Can I work for other organisations/agencies?

Yes.  You are free to work for any other organisation without seeking our approval.  We do not require notification if you work for any other organisation.

What is the rate of pay?

Admin All Areas offers two rates of payment depending on what level you are recruited to.

Level A will receive a flat rate of £6.37 per hour (as at April 2007)

Level B will receive a flat rate of  £7.85 per hour (as at April 2007) 

These are both flat rates and do not increase for working weekends.  

* Which means if you have a criminal record this will be reviewed prior to you starting work with the council. 

Will I get paid holiday?

In line with the Working Time Regulations for each hour worked you will accrue paid time away from work.

Your payslip will let you know how much paid holiday you are entitled to. When you wish to take your holiday you must record this on a weekly timesheet and submit to the payroll office in the normal way. You will then be paid an allowance to cover your time off.

It is not possible to claim for hours worked and holiday pay for the same time period. 

Your holiday entitlement will be based on the statutory minimum of 24 days per annum (pro rated). The amount you receive will be dependent on the number of hours you work. 

It is your responsibility to ensure that your accrued holiday is taken before the end of the leave year (which runs annually from 1 April to 31 March) or this may be lost. 

Will I be paid if I am unable to work for any reason including sickness?

No.  During the period of any engagement if you are unwell and will not be attending work you must call your line manager and let them know.

Can I join the Council Pension scheme?
Casual workers are not entitled to join the pension scheme.

When do I get paid?

For each engagement you will be paid weekly on Fridays, one week in arrears.  Payment will be made by direct transfer to your bank, building society, Giro or Trustee Savings Bank account.  

You therefore need a suitable Bank/Building Society account in order for us to process any payments to you.

NB:  It is your responsibility to ensure that your timesheet is received by Payroll in order for payment to be made to your Bank/Building Society account.  All timesheets must be signed by an authorised signatory i.e., your Line Manager or someone in a supervisory capacity.

If your timesheet is unsigned or received late for any reason, this will result in your pay being processed a week late.

Who will be responsible for dealing with any concerns I might have?

Should you have any concerns about your work with Admin All Areas, please contact your work Supervisor in the first instance.  Should you have further queries, please contact Human Resources, 4th Floor Kings House, Grand Avenue, Hove BN3 2SR.  Telephone 01273 291531.

I would like to get into permanent work – is this possible with Admin All Areas?
Admin All Areas exists to provide only casual staff within Brighton & Hove City Council. We  hope that staff will apply for permanent vacancies when they arise.

Temporary workers will have the experience of having worked for the council and will therefore possess a greater knowledge of how the organisation works. Workers will also have already successfully passed an interview and undergone the required tests in order to gain entry into the organisation. 

Brighton & Hove City Council often recruit for administrators to work on a contractual basis and all Admin All Areas workers are encouraged to apply for these.

Permanent posts within the Council are advertised externally.  Council vacancies are published every Monday and distributed to Job Centres and Libraries and are available on the internet at 

jobs.brighton-hove.gov.uk
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
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