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JOB DESCRIPTION

Department/Division:

Birmingham Advice & Support Service (BASS)
Job Title:


Administrator
Location:


Birmingham
Salary:



Grade 4
Accountable to:

Sensory Service Manager
Overall Purpose of the Job

To play a key role in assisting the Sensory Service Manager, and the Birmingham Advice & Support Service (BASS) staff in coordinating administration activity across Information Advice & Guidance contracts.
A key responsibility of the role is to act as single point of access for any incoming referrals into our service by email, face to face at BID, via the BASS mailbox telephone or online. The administrator will need to respond to the enquiry, add the details to a waiting list and register details onto a data collection system.
The Administrator would need to work alongside the Sensory Service Manager to monitor and analyise statistical data, collate information for monthly reports and be able to create/maintain databases and spreadsheets as required.

Principal Accountabilities

1. To provide administrative support to the Sensory Service Manager and BASS staff in a professional manner. This support will be delivered following a hybrid style of working – office based working will be required (Birmingham based).
2. To coordinate and process all enquiries into our services and ensure referrals are routed to the correct team. 
3. Monitoring of BID’s Reception and Information email mailbox, responding to enquiries, signposting to relevant team or locations.

4. To help the Sensory Service Manager with collating information required for commissioners’ reports, internal Board of Trustees reports including statistics or Key Performance Indicators. The administrator will need to work closely and at regular intervals with the BASS staff to ensure they are completing information in a timely manner and keeping information up to date.  Ensure statistics are accurate and recorded within required deadlines.
5. To take a leading role supporting the Sensory Service Manager in populating and monitoring databases ready for submission to lead accountable bodies. 

6. Lead on the creation of new promotional leaflets, posters or videos to be shared on Social Media promoting our services. This will include co-ordinating BASS staff and other staff across the organisation (such as Marketing Team) to ensure availability for filming.
7. To engage with stakeholders such as NNS, Audiology services to maintain strong working relationships and support with any barriers referring clients into BID’s services.
8. Attend staff Team Meetings and actively contribute to the meeting with developments.
9. To gather stationery orders or equipment requirements on behalf of the BASS team and process orders via our Finance Department.
10. To support the team by booking appointments including supervisions, caseload reviews and team meetings into Outlook calandars, as well as coordinating and booking external meetings with key stakeholders on behalf of the team. 

11. To support the Sensory Service Manager by taking notes and minutes in meetings with the team and any other external meetings.
12. To receive regular supervision from Sensory Service Manager with a view to continuing professional/skill development.
13. To participate in promotional events for the service as and when requested to by the Sensory Service Manager.
14. To maintain positive working relations with colleagues, customers and external agencies.
15. To positively promote the BASS provision when speaking to key stakeholders including clients.
16. To respond to complaints sensitively and effectively, in line with BID’s Compliments and Complaints procedure.
17. Improve skills and knowledge by participating in personal development, attending appropriate training courses and attending regular supervision as requested.
18. Promote the organisation and services in a positive manner and work in accordance with the BID mission statement and core values.
19. Work in accordance with BID’s Equality, Diversity and Inclusion Policy and have a willingness to promote the policy within all aspects of work

20. Work in accordance with other organisational policies with emphasis on adhering to BID’s Safeguarding procedures, Health and Safety policy including risk assessment and risk management practices, and Information Security/GDPR.

21. Be committed to the organisations environmental standards to minimise damage to the environment and work towards achieving good sustainable practices.

22. Undertake any other ad-hoc administration duties as may be required within the scope of the post and participate as necessary in corporate initiatives and projects.
Confirmation of Agreement

I have read, understood and agree, to the above terms and conditions of my job description. 

Employee’s Signature: __________________   Date: ________________
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Person Specification Form

Department/Division:

Birmingham Advice & Support Service (BASS)

Job Title:


Administrator
Location:


Birmingham
Method of assessment: ‘AF’ = application form, ‘I’ = interview, ‘T’ = test, ‘P’ = presentation and ‘E’ = exercise

	Knowledge

	Essential
	Desirable

	AF/I
	Of office equipment & technology
	AF/I
	

	AF/I/T
	In depth knowledge Of I.T packages, MS Office, Word and Excel
	AF/I/T
	Of data collection systems eg PSIAMS or LAS

	AF/I
	Knowledge and commitment to Data Protection and GDPR regulations
	AF/I
	Of deaf people/people with a hearing loss

	AF/I
	Of online platforms eg Teams/Zoom
	AF/I
	

	AF/I
	Understanding of equality, diversity and inclusion
	AF/I
	Knowledge and commitment to safeguarding and applying safeguarding procedures

	AF/I
	Excellent organisational skills, able to complete tasks efficiently
	AF/I
	Knowledge and commitment to health and safety and risk assessment

	AF/I
	Confidence to complete tasks independently, using own initiative.
	AF/I/T
	

	AF/I
	Able to communicate effectively with other members of the team
	AF/I
	British Sign Language skills


	Skills

	Essential
	Desirable

	AF/I

T
	Computer literate with Accurate keyboard skills
	A/T
	British Sign Language skills

	AF/I
	Data entry, auditing information and correcting errors
	
	

	AF/I/T
	Modifying worksheets on Excel, including formulas and manipulation of data
	AF/I/T
	Excel/IT qualifications

	AF/I
	Able to deal with telephone calls and email enquiries professionally & efficiently 
	
	

	AF/I
	High level of English skills
	
	

	AF/I
	Able to take notes in meetings
	
	


	Experience

	Essential
	Desirable

	AF/I
	Administration experience within a busy service
	AF/I
	Of working with Deaf people

	AF/I
	Of maintaining systems/filing systems
	AF/I
	

	AF/I
	Experience using Excel to capture data and making modifications.
	AF/I
	


	Personal Qualities

	Essential
	Desirable

	I
	Able to use initiative and be well organised
	
	

	I
	Attention to detail
	
	

	I
	Able to maintain confidentiality and discretion
	
	

	I
	Able to organise workload and prioritise 
	
	

	I
	Able to cope under pressure and remain focused
	
	

	I
	Good communication skills and the willingness to develop BSL skills
	
	

	I
	Able to work as a team member
	
	

	I
	Be confident and self motivated
	
	

	I
	Able to identify with and demonstrate BID’s core values in all areas of work
	
	


	Qualifications

	Essential
	Desirable

	AF
	Recognised qualification in English language
	AF
	British Sign Language skills

	
	
	
	Recognised I.T. or qualification


	Circumstances

	Essential
	Desirable

	AF/I
	To be available to work in a combination of Birmingham based office or hybrid (working from home)
	
	

	AF/I
	Able to work flexible hours as dictated by the needs of the job
	
	

	AF/I
	Able to travel freely within the area of operation
	
	

	I
	Willingness to attend training
	
	

	AF/I
	To be reliable / punctual
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