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JOB DESCRIPTION & PERSON SPECIFICATION 
– Business Support Officer
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JOB DETAILS
	Job Title
	Business Support Officer

	Hours
	Part-time – 15hrs/week

	GOR
	Required to have a genuine and active Christian faith and commitment

	Salary
	Points 19 – 22: £11.10 - £11.89/hr or £8,658.00 - £9,274.20/annum (Dependent on qualifications and experience)
(£21,647.59 - £23,182.59 FTE)

	Location
	The post is based at Street Connect’s office in Glasgow city centre and may involve home-working or work in other locations as required.
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JOB PURPOSE

As part of our Business Support Team, the post holder will assist with the provision of a range of business system support to Street Connect and will undertake administration duties as appropriate, contributing to the efficient and effective running of Street Connect.
The post holder will work as part of the Street Connect team seeking to take forward our mission to work with church partners to offer hope and opportunity of recovery for individuals disadvantaged by addiction and associated issues including homelessness and poor mental health.
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MAIN RESPONSIBILITIES
	
	

	 
	Approx.

% of time

	· To provide administrative support to the Board, management team, and staff in order to ensure the effective and efficient running of the organisation. 
	10%

	· To be present in the Street Connect office as the first point of contact to receive and handle enquiries, telephone calls and deal with day-to-day queries of staff, volunteers and participants.
	10%

	· To establish and maintain appropriate systems for recording quantitative and qualitative data on project activities and outcomes. To coordinate the collection and recording of data and to ensure this is up to date. To provide reports on project activities and outcomes as required.
	15%

	· Assisting in processing financial transactions, keep accounting records, and providing reports on them, in order to ensure all income and expenditure is correctly accounted for.
	10%

	· Assisting in the data management within the organisation ensuring all procedures to obtain, retain, back–up, share and destroy data operate in line with legislative requirements, in liaison with management as appropriate.
	15%

	· To assist staff with record keeping by ensuring clear and logical systems are in place for safely and securely locating and storing records.
	10%

	· Support the overall work of the Business Support Team and assisting with any other activities to support the effective and efficient operation of Street Connect as required.
	30%
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PLANNING AND ORGANISING

· The post holder is required to work to a high level of detail and to agreed timescales.
· Develop and plan appropriate systems and procedures in relation to appropriate areas including record keeping, data management and financial transactions.
· Respond to requests for assistance from staff and management.

· Assist management in purchasing and procurement when required. 
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 PROBLEM SOLVING

· The post holder is required to manage their own workload and be proactive in seeking solutions to problems whilst managing conflicting priorities.

· The post holder needs to show capacity for innovative thought and action, involving interested parties and maintaining momentum in the course of each activity.
· Investigate and resolve anomalies in written records, data monitoring and financial transactions.
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DECISION MAKING

· Constant prioritisation of varied workload.
· Consistently assess and update administrative systems to improve efficiency.
· Decision making must be sensitive to a broad range of stakeholders and responsive to emerging information and relationships. 

· Filter information from different SC services and external agencies before passing on to colleagues.
· Identify ways of making efficiencies, saving money and raising funds and to take action as appropriate. 
· Make appropriate decisions to maintain a safe office environment.
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KEY RELATIONSHIPS 
· The post holder reports to the Business Support Manager as their line manager.
· The post holder will work with management and the Board to support the business of the organisation.
· The post holder will work alongside other staff.
· The post holder may work alongside volunteers including admin volunteers.
· Externally, the post holder may be the first point of contact in relation to current and potential service users, stakeholders and partners.

· Must build rapport easily and possess excellent interpersonal skills.
8  DIMENSIONS 

. 

· The post holder will have dealings and communication with staff, service users, external agencies, and volunteers.

· The post holder must be willing to do any other reasonable work related tasks as requested by the management team.
· The post holder will take part in on-going training and personal development.
· The post holder will participate fully in supervision and appraisal procedures.
· The post holder must be willing to do any other reasonable work related tasks as requested by the Management Team.
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JOB CONTEXT AND ANY OTHER RELEVANT INFORMATION
· The post-holder is required to respond to questions about the Christian faith from personal experience, in order to contextualise Street Connect’s vision of working with vulnerable people as an expression of Christian love in action.

· Holiday entitlement will accrue during the contract period in line with current pay and conditions policy. 
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PERSON SPECIFICATION: KNOWLEDGE, SKILLS AND EXPERIENCE NEEDED FOR THE JOB

The essential qualifications and characteristics that will be required of the person undertaking the role are:

· Previous business support and administration experience required.

· Good written and verbal communication skills.

· Ability to work on own initiative but be able to ask for help when needed.
· Previous fundraising experience would be a bonus, but not essential.

· Excellent telephone manner, communication and people skills.
· Fully computer literate and experienced in the main Microsoft Office tools, including Excel, databases and emails. 
· Excellent interpersonal skills.
· Flexibility to respond to a changing environment.
· Experience of working within a team.

· Skilled at maintaining clear and accurate records.
· Ability to organise own workload and prioritise effectively.
· Ability to work well under pressure.

· Capacity to maintain professional boundaries and confidentiality.
· Required to have and be able to evidence a genuine Christian faith and commitment as a genuine occupational requirement.
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